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The Mississippi State Board for Community and Junior College 
Policy and Procedures Manual has been established by the State Board to 
govern its actions and activities and those of the staff. It describes 
polices and procedures regarding board operations, staff employment, sta 
workplace, employee performance/grievance procedure, staff positions, leaves 
and absences, employment benefits, business management, and programs. The 
following are some of the specific issues addressed in the manual: the 
personnel of the Board provide administrative support to the Board as it 
seeks to carry out its mission and functions, and all staff serve as 
non-state service employees. Although employees support the Board, the 
Executive Director, who is hired by the Board, will select, hire, terminate, 
assign, reassign, and supervise the staff. The Executive Director snail 
inform the Board of changes in personnel assignments or employment. 
Compensatory leave shall be awarded to professional staff of the Board at an 
accrual rate equal to the amount of time worked. No compensatory leave will 
be awarded unless prior approval of the Executive Director is obtained. 
Employees are covered by the Mississippi Public employees Retirement System 
and are required to comply with the provisions of the law establishing the 
system. Optional benefits are available at the employee's expense. (JA) 
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POLICIES AND PROCEDURES MANUAL 



This manual has been developed for the State Board for Community and Junior Colleges and its staff. I'he policies contained 
herein have been established by the Board to govern its actioas and activities and those of the staff. 

The policies contained in tliis manual are not intended to supplant any state or federal statutes or abridge any person's 
coastitutional rights. 

The policies in this manual shall supersede all prior policies and meinorandit concerning such policies issued by the Board. 
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ESTABLISHMENT OF THE BOARD 
Section 37-4-3. Miss. Code Aim. 

(1) From and after July L 1986, tliere sliall be a State Board for Community and junior Colleges which sliall receive and 
distribute funds appropriated by the Legislature for the use of the public community and junior colleges and funds fiom 
federal and other sources that are transmitted through the state governmental organization for use by said colleges. This 
boiwd ^hall provide -general coordination of the public community and junior colleges, assemble reports and such other 
duties as may be prescribed by law. 

(2) The board sliall consist of ten (10) members of which none .shall be an elected official and none shall be engaged in the 
educational profession. The Governor shall appoint two (2) members from the First Mis.sLssippi Congressional District, and 
one (1) who shall serve an initial tenn of two (2) years; and one (1) who shall serve an initial term of (5) years; two (2) 
members from the Second Mississippi Congressional District, one (1) who shall serve an initial tenn of five (5) years and 
one (1) who shall serve an initial term of three years; and two (2) members from the Third Missi.ssippi Congre.ssional 
District, one (1 ) who shall serve an initial tenn of four (4) years and one (1) who shall serve an initial temi of two (2) years; 
two (2) membCTS from the Fourth Mississippi Congre.ssional District, one (l)who .shall .serve an initial term of three (3) 
years and one (1) who.shali serve an initial term of four (4) years; and two (2) members from the FiftlT^Lssissippi 
Congressional District, one (1) who shall serve an initial term of five (5) years and one (1) who sliall serve an initial of 
two (2) years. All subsequent appointments shall be for a term of sbc (6) years and continue until their succes.sors are 
appointed and qualified An appointment to fill a vacancy which arises for reasoas other than by expiration of a term of 
office sliall be for the unexpiied tenn only. No two (2) appointees shall reside in tlie same junior college district. All 
members shall be appointed with the advice and consent of the Senate. 

(3) There sliall be a chainnan and vice-chairman of the board, elected by and from the membership of the board; and the 
chairman shall be tiie presiding officer of the board. 'Die board shall adopt rules and regulations governing times and places 
for meetings and governing die manner of conducting its business. 

(4) 'fhe members of tlie board shall receive no annual salary, but sliall receive per diem compensation audiorized by Section 
25-3-69, Mississippi Code of 1972, for each day devoted to the discharge of official board duties and sliall be entitled to 
reimbursement of all actual and necessary expenses incurred in the di.scharge of their duties, including mileage as 
authorized by Section 25-3-451, Mississippi Code of 1972. 

(5) 1‘he board shall name a director for the .state system of public and community colleges, who shall serve at the pleasure of *e 
board. Such director shall be the chief executive officer of the boaixl, give direction to the board staff, carry out the policies 
set forth by the board, and wwk with the presidents of the several community and junior colleges to assist them in carrying 
out mandates of the several boards of tnLStees and in functioning within t^ state system and policies established by the 
State Board for Community and Junior Colleges. The State Board for Community and Junior Colleges shall set the salary 
of the Director for the State System of Community and Junior Colleges. The Legislature shall provide adequate funtls for 
tlie State Board of Community and Junior Colleges, its activities and its staff. 

(6) 1‘he pow'eis and duties of the State Board for Community and Junior Colleges shall be: 

(a) To authorize disbursements of state appropriated funds to community and junior colleges through orders in the minutes 
of the board. 

(b) To make studies of the needs of tlie state as they relate to the mission of the community and junior colleges. 

(c) To approve new, changes to and deletions of vocational and techmcal programs to the various colleges. 

(d) To require community and junior colleges to supply such information as the board may request and compile, publish 
and m^e available such reports based thereon as the board may deem available. 

(e) To approve proposed new attendance centers (campas locations) as the local boards of trustees should determine to be 
in the best interest of the district. Provided, however, that no new community/junior branch aimpus shall be approved 
without an authorizing act of the Legislature. (Amended by H.B. 832 (1988) 

(f) To serve as the stiite approving agency for federal funds for proposed contracts to borrow money for the purpose of 
acquiring land, erecting, rejiairiiig, etc., domiitories, dwellings or apartments for students and/or faculty, such loans to 
be paid from revenue produced by such facilities as requested by local boards of trustees. 

(g) To approve applicatioas from community and junior colleges for state funds for vocational- technical education 
facilities. 
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(h) To approve any university branch campus lower undergraduate level courses tor credit 

(i) To appoint members to the Post-Secondary Educational Assistance Board. 

(j) To appoint members to the Authority for ^ucational Television. 

(k) I’o contract with other boards, commissions, governmental entities, foundations, corporations or individuals for 
ptDgnims, services, grants and awards when such are needed for the operation and development of the state public 
community and junior college system. 

(l) To fix standards for community and .junior colleges to qualify for appropriations, and qualifications for community and 
Junior college teachers. 

(m) To have sign-off approval on the State Plan for Vocational Education which is developed in cooperation witli 
appropriate uirits from the State Department of Educatioa 

(n) To approve or disapprove of any proposed inclusion within municipal corporate limits of state-owned buildings and 
grounds of any community college or junior college and to approve or disapprove of land use development, zoning 
requirements, building codes and deli^'ery of governmental services applicable to state-owned buildings and grounds 
of any community college or junior college. Any agreement by a local bo<ird of trustees of a community college or 
junior college to annexation of state-owned property or otlier conditions described in this paragraph shall be void 
unless approved by the board and the board of supervisors of the county in which the state-owned property is located. 
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BOARD MEETING SCHEDULE 



The meeting dates, times and p[ace(s) for the State Board for Community and Junior Colleges are as follows: 

The third Friday of each month at 9:00 a.m. at 3825 Ridgewood Road, Room 507, Jackson, Mississippi 3921 1. 

The Thursday evening prior to die third Friday of each month at 6:00 p.m. at a location to be designated by staff and timely 
announced to the Board membens, media and colleges. 
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BOARD AGENDA 

1. All requests for items to be placed on the agenda shall be received by tlie Executive Director at least eight (8) calendar days 
prior to the scheduled monthly meeting. 

2. Matters not on tlie agenda will not be considered by die Board except when a majority of the Board is present and voting 
and concurs to include an item which did not arise in time to have been placed on the regular agenda, or items which were 
omitted by clerical error, and which are of such natui*e as to require consideration of die Board in die current meeting. 

3. The chairperson and Executive Director shall confer and prepare the agenda which is to be considered by the Board. 
Matters of emergency wliich arise after diis process or items which could not have beai anticipated may be presented for 
discussion by the Board. 

4. The E.xecutive Director of the Board shall mail die proposed agenda to each Board member no later than five calendar days 

prior to a regularly scheduled meeting. Distribution of the agenda shall be made to the Commissioner of Higher Education, 
one (1) member of the Board of 'frustees of State histitutions of Higher Learning (to be designated by the chairman of said 
Board), the Superintendent of the State Department of Eduaiiion (to be designated by the Chairman of said board), and the 
media. _ 
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NOTICES TO BOARD MEMBERS 

K Ail notices to members sliall be mailed postage prepaid to members at their official mailing address shown in tlie office of 
the Board 

2. Each member shall submit in writing to the Executive Director of the Board any change in the member's mailing address for 
receipt of official nuiil. 
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BOARD MEMBERS’ VO UNO 



1 , A member present may vote for or against any motion or the member may abstain. Voting by proxy Ls not pemiitted, 

2, The minutes of the Board sliall reflect the vote of each member on each matter. A unanimous vote may be reflected by each 
member present and voting on tliat matter- 

3, On all matters, in the event that a roll call vote is not takea tlie vote of each member sliall be reflected as in favor of tlie 
motion unless the member specifically indicates otherwise, 

4, Should a Board member in attendance at a meeting leave the meeting, such departure shall be reflected in the minutes. The 
return of that member .shall likewise be noted. 
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BOARD MINUl ES 



Minutes shall be kept of all Board meetings, whether in open or executive session; showing the members present and absent; the 
date, time and place of the meeting; an accurate recording of any final actions taken at such meeting; a record, by individual 
member, of any votes taken; and any other infonnation that the public body requests be included or reflected in the minutes. 'l*he 
minutes shalLbe recorded within a reasonable time not to exceed thirty (30) days after recess or adjournment and shall be open to 
public inspection during regular business hours. ~ 

The minutes of the Board shall be the responsibility of the Executive Director, In instances when the Board may find it necessjuy 
to excuse die Executive Director, die Board chairjiei'son shall be responsible for ensuring die minutes are kept prepared. 

All proposed minutes .shall become the official minutes upon approval by the Board. 

The Executive Director may secure such a.ss (stance as is necessary for the prepaniiion of the minutes or may designate staft' to 
prepare the minutes. 

Any member may request and have recorded in the minutes an explanation of his/her vote provided such explanation is presented 
in wriung and does not exceed 1 00 words. 
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BOARD OFFICERS AND I HEIR SELECTION 



1 , There shall be the following officers for the State Board for Comnuinity and Junior Colleges: 

(a) Chainnan 

(b) Vice Chairman 

2. Officers of the Board shall be elected amiually in the April meeting for a temi of one year, witli ternis to commence on July 
L 
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BOARD EXECUTIVE SESSIONS 

L The Board may enter into executive vsession for the transaction of public business; provided, however, all meetings shall 

commence as an open meeting, and an afTirmative vote of three- fifths (3/5) of all members present shall be required to 
declare an executive session. 

2. The procedure to be followed by the Board in dechiring an executive session shall be as follows: any member shall have the 
right to request by motion a closed determination upon die issue of whether or not to declare an executive session. Such 
motion, by majority vote, sliall require the meeting to be closed for a preliminary detennination of die necessity for 
executive session. No other business shall be transacted until the discussion of the nature of the matter requiring executive 
se.ssion has been taken on the issue. 

3. An executive session shall be limited to matters allowed to be exempted from open meetings. The reason for holding an 
executive session shall be stated in an open meeting, and die reason so stated shall be recorded in the minutes of the 
meeting. This shall not be construed to require that any meeting be clo.sed to the public, nor shall any executive session be 
used to circumvent or defeat the purpose of die statutes relating to open meetings. 

4. The Board may legally hold an executive session for one or more of the following reasons: 

(a) Transaction of business and discussion of personnel matters or character, professional competence, or physical or 
mental health of a person. 

(b) Strategy sessions or negotiations with re.spect to prospective litigation, litigation or issuance of an appealable order 
when an open meeting would have detrimental effect on the litigating position of the Board. 

(c) Transaction of business and discussion regarding the report, development or course of action regarding security, 
personnel, plans or devices. 

(d) Investigative proceedings regarding allegations of misconduct or violation of law. 

(e) Cases of emergency which would pose immediate or irrevocable harm or damage to persons and/or property within the 
jurisdiction of the Board. 

(0 Transaction of business and discussion regarding the prospective purchase, sale or leasing of lands. 

(g) Transaction of business and discussion concerning the preparation of tests for admission to practice in recognized 
professions. 

(h) Transaction of business and discussions regarding employment, and termination of employees. The exemption 
provided by this paragraph include die riglit to liold closed meetings concerning employees as such exemption relates 
to their deletion from any budget subject to the approval of die Board. Final budgetary adoption shall not be taken in 
executive sessions. 

5. The total vote on the question of entering into an executive session shall be recorded and spread upon the minutes. 

6. Any such vote vriiereby executive session is declared shall be applicable only to that particular meeting on that particular 



day. 
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ADMINlSTRATiVE PROCEDURES 



1 . When tlie Board arlopts, amends or repeals any of its rules or policies, the Executive Director, shall file witli tlie Secretary 
of State notice of such intended action and mail notice of such intended action to all persons who have made timely request 
of the Board for advance notice of its mle-making proceedings. 

2, Notice of such action shidl be filed at least thirty (30) days prior to the iuloption of the rule, amendment or repeal except 
when imminent peril to the public healtli, safety or welfare requhes adoption of a rule upon fewer tlian thirty (30) days 
notice. Thereafter, when the Board adopts a nile, amendment or repeal, the Executive Director shall file with die Secretary 
of State a certified copy of the rule, amendment or repeal. The iu;tion shall become final thirty (30) days after the filing with 
the Secretary of State of die certified copy. 




12 



19 



STATE BOARD FOR COMMUNITY AND JUNIOR 
COLLEGES 

POLICIES AND PROCEDURES MANUAL 


Section 1: Board Operations 


Title: Board Members' Compensation/Reinibursemem 


Initial Date of Adoption: March 15, 1990 


Reference: Section 37-4-3; 25-3-41; 25-3-69, MCA 


Revision Date: November 19, 1999 


Code Number: 1.11 Page: I of 1 



BOARD MEMBERS’ COMPENSATION/REJMBURSEMEN r 

1. The members of Uie Board shall receive no annual Siilary, but may receive per diem compensation as authorized by Section 
25-3-69, Mississippi Code of 1972, for each day or fniction thereof devoted to the discharge of Board duties or official 
Board meetings. 

2. The members of the-Board shall be entitled to reimbursement for expenses such as meals, lodging and other necessary 
expenses incuned in the discliarge of tlieir duties, including the cun'ent rate per mile actually and necessarily traveled as 
auUiorized by Section 25-41 , Mississippi Code, 1972. 

3. Tlie discharge of ofllcial Board duties .shall consist of attending regular and called meetings of tlie Board and attending 
meetings at which the^ttendance of the Board member(s) is required as an official a.SvSignment by the Board. Reimbursable 
per diem and travel for an official a.ssignment by the Board must be authorized and recorded in the official minutes for other 
than regularly scheduled Board meetings. 

Non-allowable assignments will include but not be limited to: 

(a) Visits to colleges, 

(b) Meetings for which attendant is entitled to per diem from a source other than the Board. 
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BOARD’S POLICY ON SPENDING 



Tile Board shall expend appropriated funds only as needed and will return to the state general fund any state appropriated funds 
that cannot be expended in the best interest of the community college system and the State of Mississippi. 
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STANDING COMMITTEES 



1 . The chairperson shall appoint members to standing committees to serve during the term of office of tlie chairperson. 

2. The cliairperson may appoint ad hoc Committees to deal witli mattei*s not covered within die pur\dew of existing committee 
structure. 

3. There shall be the tbllowing standing committees: 

A. Finance Committee 

B. Program Committee 

C. Workforce Education Committee 

4. Meetings of tlie respective committees will be initiated by die committee chairperson upon his or her initiative or 
notification by the Executive Direcuir of the receipt of a concern (e.g., complaint, request, pniposal, etc.) within one 
committee’s area of concern. Investigation, analysis of data/infonnation, committee meeting, and subsequent reports and 
recommendations(s) to the Boanl will be determined by the committee chairperson and communicated to the Board 
chairperson for proper reflection in subsequent Board meeting agenda(s). 

5. Chairperson and vice-chairperson .shall serve as ex-officio of all standing committees. 

6. Executive Director shall be involved with the activities of all standing committees and ad hoc committees. 

Finance Committee 

fhe fmance committee shall be responsible for the fiscal integrity, development, in^lementation and maintenance of fiscal 
policies, procedures and controls, and shall exercise monitoring and oversight powers over the fiscal affairs of the community 
college system. 

The committee shall meet as needed but sliall report to die full Botird at least once per quarter. 

Program Committee 

fhe program committee shall be responsible for the development, implementation, luid maintenance of educational related 
policies, procedures and controls. Educational related matters shall include but not .be limited to community and junior college 
campuses, centers and extensions; university off-campus lower level courses, articulated with universities and public schools; 
acce.ss and opportunities; special programs, academic, technical and vocational programs. 

fhe committee shall meet, report and recommend positions to the board as needed. 

Workforce Education Committee 



The Workforce Education Committee shall be responsible for coordinating board activities related to education of the workforce, 
.serving as a liaison to the State Workforce Council, and \\x>rking with other .state agencies and eduaitional instimtions as required 
to assure effective workforce program delivery. 
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Ad Hoc Committees 

Ad Hoc Committees are special committees appointed to serve in the event of non-routine issues and problems which are not 
normally dealt with by one of the standing committees. Upon completion of an assignment, the ad hoc committee shall be 
automatically dissolved. 

The memben; of an ad hoc committee shall be appointed by the Board for a term which shall conclude upon termination of the 
special as.signment. 

The meetings of an ad hoc committee shiill be determined by the committee chairperson. 




16 



23 



STATE BOARD FOR COMMUNITY AND JUNIOR 
COLLEGES 

POLICIES AND PROCEDURES MANUAL 


Section 1 : Board Operations 


Title: Official SBCJC Seal and Letterlieiids 


Initial Date of Adoption: December 17, 1992 


Reference: 


Revision Date: November 19, 1999 


Code Number: 1.14 Page: 1 of 1 



PUBLIC ACCESS TO SBCJC RECORDS 



Except where prohibited by law, any person will have the riglit to inspect or obtain reproduction of any public record of the State 
Board for Community and Junior Colleges. 

The right iqjnspect public records will be acquired by a written request. Within five working days after the receipt of the 
request, notificaiion of the fime, place and method of acces.'fwill be provided. 

The right to obtain reproduction of a public record will be acquired by written request. 'Hie request must specify which records 
are to be reproduced and whether the reproductions are to be mailed or received in person. Copies of public records will he 
available at a rate of 25 cents per page or an established fee per document plus postage. 

The financial provisions of this section may be waived by the Executive Director tor requests from official represenuidves of 
community and junior colleges, colleges and universities, and stale and federal agencies. 

Denial of a request for access to or copies of State Board for Community and Junior Colleges public records will be in writing 
and will contain a statement of the specific reasons for the denial. 

All written requests must be submitted to: 

Executive Director 

State Board for Community and Junior Colleges 
3825 Ridgewood Road 
Jackson, MS 39211 
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POLICY AND PROCEDURE FOR INVENTORY AND TRANSFER OF WORKFORCE TRAINING EQUrPMENT 

All equipment transferred from the Mississippi Department of Education Industrial raining Program to the State Board for 
community and Junior Colleges shall become the property of the local community and jumor college with the following 
exceptions and conditions: 

(1) All mobile units, and the equipment contained in these said mobile units, shall remain on the Stale Board for 
Community and Junior College inventor>'. 

(2) Any equipment on said inventory list not used for the primary purpose of workforce education shall be made available 
to the State Board for Community and Junior Colleges for the purpose of reallocation. 

(3) Any such equipment not utilized for the primary purpose of workforce training shall be reiillocated or salvaged in 
accordance witli tlie state law and applicable iwlicies and procedures related to disposal of surplus equipment. The 
SBCJC stiiff and local Community and Junior College represenmtive shall deal with applicjible of this section on a 
case-by-case basis. 

(4) Any equipment purchased subsequently with workforce education hinds shall follow the conditions .specified in this 
policy and procedure. 
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OFFICIAL SBCJC SEAL A^D LETTERHEADS 



The attached symbol is designated as the otTicial seiil for the State Board for Community and Junior Colleges. The tutached 
letterheads are designated ixa the official letterheads to be used for communication for the SBCJC office. 1Tie use of any other 
letteiheads must be approved by the Executive Director. 



ERIC 
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HIRING 



The personnel of the Board pmvide administrative support to the Board iis it seeks to aicry out its mission Jind innctions. All 
staff serve as non-State service employees. Altliough employees support tlie Board, the Executive Director, who is hired by tlie 
Board, will .select, hire, lemiinate, assign, reassign, and supeivise the staff. The Executive Director shall inform the Board of 
changes in personnel tussignments or emplo>Tnent. 

As non-.state service employees, all staff serve at the will and pleasure of the Board. 
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EQUAL OPPORTUNIl Y/AFFIRMATIVE ACTION STATEMENT 



The Equal Employment Opportunity Commission enforces five statutes that prohibit job cliscriminution by private employers and 
state and local government agencies: 

Tide Vil of the Civil Rights Act of 1964 ('Fitle VII), 

The Age Discrimination in Employment Act of 1 967 (ADEA) 

The Equal Pay Act of 1963 (EPA) 

The Americans wiUi Disabilities Act of 1990 (ADA) 

Sections of the Civil Riglits Act of 1991 (CRA) which amended provisions of Title VII, the ADEA, and the ADA, 

I'he State Board for Community and Junior Colleges, in its capacity as the coordinating Board of the community and junior 
colleges of the Slate of Mississippi, strongly urges each of the colleges to comply fully with federal and state nondiscrimination 
laws and executive orders wliich constitute tiie legal mandate for equal employment opportunity. The Board also strongly urges 
each community and junior college to ensure that no one sliall be excluded from participating in, be denied the benefits of, or 
otherwise be subjected to discrimination in any program or activity of the college on the grounds of race, sex, age, color, creed, 
national origin, religion, disability, or any other protected group. I'he Boai’d itself furtlier adheres to die principle of equal 
educational and employment opportunity as mandated by each of tliese statutes. 
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TITLE VII OF THE CIVIL RIGHTS ACT OF 1964 



In hiring, promotion, discharge, compensation, tenns, conditions and privileges of employment, classifying, limiting or 
segregating employees or job applicants, the Board will not discriminate or treat differently any person based upon race, color, 
sex, religion, or national origin. The Board will not publish discriminatory advertisements nor retaliate against any individual for 
opposing a dLscriminatory practice, or for filing a charge or participating in an EEOC invesligation. 
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AGE mSCRIMINATlON IN EMPLOYMENT ACT 



In hiring, promotion, discharge, compensation, terms, conditions and pri\ileges of emplo>Tnent, classifying, limiting or 
segregating employees or job applicants, tlie Board will not discriminate against persons 40 and over based on age. 
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EQUAL PAY ACT 



The Board will not use gender as a reason for payment of different wages (including fringe benefits) to men and women 
performing substantially equal work under similar working conditions. 
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AMERICANS WITH DISABILITIES ACT (ADA) POLICY 



In complying fully with the Americans w'ith Disabilities Act, the Mississippi State Board for Community and Junior Colleges 
shall not discriminate against a qualified individual with a disability because of tlie disability of such individual in regard to job 
application procedures, tlie hiring, advancement, or dischaige of employees, employee compensation, job training, and other 
tenns, conditions, and privileges of employment. Nor will the State Board for Community and Junior Colleges deny equal jobs 
or benefits to a qualified individual because of tlie known disability of an individual witli whom tlie qualified individual is known 
to have a relationship or associatioa 

Jlie Board will make reasonable accommodations to tlie known physical or mental limitations of a qualified applicant or 
employee wath a disability unless the Board can show that the accommodations will cause an undue hardship on the operation of 
its business. 

This policy is neither exhaustive nor exclusive. The State Board for Community and Junior Colleges is committed to taking all 
other actions iiecessaiy to ensure equal employment oppoitunity for persons with d usabilities in accordance with the ADA and 
any applicable Mississippi state law or local law. 

Periodically, a self-evaluation is conducted to detcnnine if any services, policies, or practices discriminate on tlie basis of 
di.sjibility. The ADA coordinator is charged with ensuring this compliance and is res*poasible for training people in the agency 
pertaining to ADA requirements and regulatioas. Appropriate compliance statements are included on contracts entered into by 
SBCJC, to include local agreements to operate educational services widi SBCJC budgeted funds. 
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SEXUAL HARASSMENT 



Sexual harassment is a form of sex discrimination that violates Title VII of the Civil Riehts Act of 1964 and will not be tolerated 
at tlie State Board for Community and Junior Colleges. Unwelcome sexual advances, requests for sexual favors, and odier 
verbal or physical conduct of a sexual nature constitutes sexual harassment when submission to, or rejection of, this conduct 
explicitly or implicitly affects an individuars employment, unreasonably interferes with an individual’s work performance or 
creates an indmidating, hostile or offensive work environment 

If jin employee wishes to file a corr^laint of sexual harassment, the following grievance process should be followed: 

1 . The victim should document the occurrence and infonn the harasser that the conduct is unwelcome and must stop. 

2. If offenses continue, the victim should report the harassment to one of the following for investigation and corrective action 
within 30 days. The individual U) whom the occurrence is repotted need not be the immediate supervisor of either party. 

A.ssociaie Executive Director of Finance and Administration 
A.ssociate Executive Director of Programs 

Associate Executive Director of Accountability and Support Services 
Executive Director 

3. A report concerning the findings w^ill be given to die complainant. 

4. The Executive Direcu)r/ Associate Executive Director's decision may be appealed. 
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TERMINA riON OF EMPLOYMEN r 

Employment with the Board may be terminated at any time at the will of either party. 

Exit Interview : 

Tenninating employees will be asked to respond to an exit questionnaire and to be interviewed by the personnel manager to 
discuss such details as transfer/payment of accrued leave, continuation of health insurance, ammgement for final paycheck, 
refimd of Retirement Accumulated Contributions, and other personnel-related items. 
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DRUG-FREE WORKPLACE 



In compliance witli the Drug-Free Workplace Act of 1988, as revised by the ’’The Drug Free Schools and Communities Act of 
1989” (Public Law 101-226), the Board is required to notify employees that the unlawful manufacture, distribution, dispensing, 
possession, or use of a controlled substance is prohibited in tiie workplace (alcohol is considered a controlled substance under tliis 
policy), riie first occurrence of any of die above acts by an employee may result in suspension without pay up to thirty (30) days 
or dismissal. 

Duties and Respon.slbiUties of the Employer 

I'he Executive Director is responsible for ensuring compliance wiili the above quoted policy. 

The Board will maintiiin a drug-free aw'areness program to inform employees about the dangers of dmg abuse in the workplace. 
This program will reslate the Board's drug- free environment policy and the penalties that may be imposed upon the employee for 
drug abuse violation occurring in the workplace. Information is available regarding the names of dnig counseling, rehabilitation, 
and assistance programs. This inforaiation may be obtained from die Executive Director’s office. 

Dutie.s and Responsihillties of the Employee 

Each en^loyee of the Board must sign a .statement acknowledging that the employee received a copy of the Board's dmg-free 
emtronment policy and is aware of actions diat will be taken against the employee for violation of such prohibition. 

Each employee is herein notified that as a condition of employment with the Board, he or she will abide by the terms of this 
policy statement and notify the Executive Director of any criminal drug statute conviction for a violation occurring in the 
workplace no later than 5 days after such conviction. 

Federal Enforcement Regulations 

If an employee convicted of any criminal drug statute violation occurring in die workplace is directly involved with a federal 
grant program, the Board will notify the granting agency within 1 0 days after receiving notice of such conviction. 

W’ithin 30 days of receiving notice, with respect to any employee involved with a federal grant program who is convicted of a 
drug statute violation occurring in the worlqjlace, the Board will (1) take appropriate personnel action against such an employee, 
up to and including temiinatioii; or (2) require such an employee to participate satisfactorily in a drug abuse assistance or 
rehabilitation program approved for such purposes by a Federal, State, or local health, law enforcement, or other appropriate 
agency. 
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ACKNOW^LEDGMENT 

STATE BOARD FOR COMMUNITY AND JUNIOR COLLEGES 
DRUG-FREE ENVIRONMENT POLICY 

1 liiwe received a copy of tlie Board's Drug-Free Environment Policy dated April 21, 1994. I am aw?\re of actions tliat may be 
taken against me for the unlawful manufacture, di.stribution, dispensing, possession, or u.se of a controlled substance in the 
workplace (alcohol is considered a controlled substance under diis policy). I agree to abide by die policy tei'ms as a condition of 
my employment witli the STATE BOARD FOR COMMUNITY AND JL^NIOR COLLEGES. 



NAME 



D.ATE 
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SMOKING LIMITATIONS 



The Board supports a working environment for its staff that is conducive to quality productivity and employee satisfaction. It, 
therefore, endorses a ban on smoking in work and/or common areas at the domicile of its staff offices. 




34 



41 



STATE BOARD FOR COMMUNITY AND JUNIOR 
COLLEGES 

POLICIES AND PROCEDURES MANUAL 


Section 3: Staff - Workjilace 


Title: Safety Policy 


Initial Date of Adoption; April 21. 1994 


Reference: 


Revision Date: November 19, 1999 


Code Number: 3.4 Page: 1 of 1 



SAFETY POLICY 



The key to impiementing and maintaining a successful safety program is leadership and management. 

To achieve the desired results, the Executive Director shall: 

(1) Cliaige ail personnel witliin their individual area of operations witli the responsibility and accountability for making 
safety for staff and visitors a top priority. 

(2) Appoint a Safety Coordinator who sliall be responsible for tlie coordination and administration of die safety program 
which shall ensure tliat the safety standards are met througliout die agenc>^ 

(3) Develop guidelines tor individual statf members to ensure diat their offices are operated in a sale maruier and to 
require the safe use of vehicles as an integral part of their responsibihty. 
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RISK MANAGEMENT POLICY 



The Board is committed to eliminating risk of uimecessary injury, loss of life, or loss or damage of property of SBCJC employees 
and the public. A Risk Management Program Director is designated to conduct inspections of the workplace, perform 
investigations immediately following accidents, and report to the Board the results of such investigations. 
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RISK MANAGEMENT POLICY STATEMENT 



The elimination of unnecessary loss must be a total organizational effort through risk management. 

I believe a risk maniigement program is an effective tool to achieve the best risk control results. 

Our ri.sk management program is made up of different parts, each equally important to the .success of the program. We must all 
be dedicated to the fact that every accident can be prevented, and ! trust that ettch employee will join me in working toward total 
risk management. 



Dr. Oion E. Ray, Executive Director 



Date 
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FLOWER AND GIFT FUND POLICY 



On various occi\sions, it is appropriate to send flowers or gifts to state board employees, board members, or community college 
officers due to bereavement hospitaliaition or other unusual circumstances. A flower and gift fund has been established to pay 
for these flowers or gifts. The fund will be suppoited by voluntary employee contributions of a fixed amount on a monthly basis 
and from Board members as required. Funds for employees and Board members are recorded separately. 

T*he flower and gift fund committee will be composed of four (4) persoas participating in the fund. The Finance Director will 
serve as tlie chairman of the committee and the Accountant will serve as the secretary/treasurer. Tlie other members will be 
appointed by the Executive Director. Committee members will etich serve a two year term. 

Each participiUing employee will make monthly contributions of Sl.OO. The monthly contribution will be collected through 
payroll deductioas and turned over to the secreUiry/treasurer no later thjm the fifth working day of the succeeding month. Any 
changes regai’ding die payroll deduction for tlie flower and gift fund must be submitted in writing to the Finance Director on or 
before the I2th of each month in order for the change to be effective for that month. 

The secretary/treasurer should be notified in wTiting as soon as possible regarding any hos'pitaiizarion or death of a participating 
employee or other eligible recipients. No request will be honored unless it has been submitted in writing. 

The policies li.sted below will govern the operation of this fund; 

(1) Flowers or Memoiiais for Funerals 

Flowers sliall be sent for the funeral of eligible recipients. Eligible recipients shall include employees and ♦immediate 
family, board members and immediate family, and community college officers and their spouse. A maximum of S35.00 for 
the metro area and S45.00 (including FTD charge) for out-of-town delivery will be allowed. Memorials may be made in 
lieu of flowers in an amount not to exceed S40.00. Cards will be sent to other, non-immediate family members. 

(2) Flowers or Gifts for Hospitalization: 

When eligible recipients are confined to a hospital, flowers shall be sent with the cost not to exceed $20.00 for the metro 
area and S3 0.00 (including FID charge) for out-of-town delivery. Eligible recipients siiall include employees and 
immediate family, board members and immediate family, and community college officers and their .spouse. Cards may be 
sent to other non-immediate famih^ members. 

(3) Retiremenr 

Gifts may be provided to employees upon retirement. Whether or not to provide gifts and what amount to s|^nd for such 
occununce will be decided by the Flower and Gift Fund Committee. 

Other 

(4) Anytliing not covered in tlie above policies will be taken into consideration and acted upon by the committee. Tlie 
committee will also detemiine eligible recipients not already outlined in the Flower and Gift Fund Policies. 

(5) In the e\^ent of a deficit, the committee will call upon all participating employees for additional lunds. 

(6) Checks will be signed by the secretaiy/tretisurer and co-signed by the Executive Director. 

(7) The Board and Employees’ Fund will share costs equally when sending flowers/gifts to the .same person. 

♦Immediate family includes .spouse, parent, stepparent, siblir^, child, and .stepchild. 
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SOCIAL ACTIVITIES FUND 



The State Board for Community and Junior Colleges has established the foiioN^ing policies for the puiposes of funding and 
planning appropriate social ftmctions and occasions. 

(1) Social Committee 

The Social Committee will be composed of five (5) persons. The committee will be responsible for scheduling and 
planning all social activities. Committee members will .serv'e a one-year term which will commence in May. 

(2) Payroll Deductions 

Each participating employee will make monthly contributions of S2.00. The monthly contribution will be collected througli 
payroll deductions and turned over to the secretary /treasurer no later than the fifth woildng day of the succeeding month. 
Checks wail be signed by the secreiaiy'/treasurer and co-signed by the Executive Director. An accountant at SBCJC will 
serve as .secretary/treasurer. 

(3) Activities/Occasions 

Tlie following acti\ides may be paid for through the established lund: special holiday occasions (such as Clirisunas, 
Halloween, Thanksgiving, etc.), w^edding or baby showers, retirement, and etc. Money coming fi*om tlie fimd may be used 
for food, beverages, decorations, deposits, equipment, and facility rental. 

In activities where gifts are purcha.sed, the gifts will be ftinded separately through st^ecial donations by employees. If there 
is extra money a\'ailable in the lund, it may be used for other activities at the discretion of the committee. 




39 



4G 



SECTION 4 



EBIPLOTEE PEKEOKM ANCE / 
GKIEVANCE PKOCEDUKE 





40 



47 



STATE BOARD FOR COMMUNITY AND JUNIOR 
COLLEGES 

POLICIES AND PROCEDURES MANUAL 


Section 4; Employee Perfonnance/Grievance Procedure 


Title: Standards of Conduct and Performance 


Initial Date of Adoption: June 18, 1992 


Reference: 


Revision Date: November 19, 1999 


Code Number: 4.1 Page: 1 of 1 



S J ANDARDS OF CONDUCT AND PERFORMANCE 



The Board staff members are expected to maintain work pnictices which reflect a commitment to excellence. This commitment 
should be demoastrated by job performance imd compliance with professional suindards as established by the policies and codes 
of ethics described in policies of this manual. 

The Board staff work day shall comply with the requirements of state law. The executive director is authorized to establish the 
most effective work schedule for staff members. 
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EMPLOYEE PERFORMANCE APPRAISALS 



The Executive Director shall be responsible for assuring that an annual appraisal of job performance is conducted for each 
employee. Appropriate forms and associated infonnation shall be developed as a part of canying out this responsibility. 

The Board shall have the responsibility of carrying out the annual evaluation of the Executive Director. 
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ORGANIZATIONAL CHART 



The Slate Board for Community and Junior Colleges is organized into four divisions (Executive, Finance and Administration, 
Accountability and Support Services, and Programs). 
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SALARY SCHEDULE 



SALARY RANGE 



Position 


STARl 


END 


Secretary 


$16,400 


$23,000 


Administrative Secretaiy' 


$18,250 


$30,000 


Executive Secretary 


$19,300 


$32,000 


Accounting Assistant 


$19,300 


$35,000 


Purchiising & Records Technician 


$20,900 


$35,000 


Accountant 


$26,000 


$40,000 


Accountant/'Personnel Manager 


$30,000 


$45,000 


Supervisor of Accounting 


$40,000 


$58,000 


Publications/Media Specialist 


$30,000 


$42,000 


Technical .Specialist 


$23,000 


$65,000 


Director 


$36,000 


$75,000 


Associate Executive Director 


$55,000 


$95,000 


Executive Director 


$85,0(X) 


$150,000 



Notes: 

ACCOUNTANT 

A benclimark supplement tor attainment of the CPA sliall be awarded at 5% of the cunent salary, if fimds are available, 
ADMINIS fRAllVE SECRETARY 

Title includes: Administrative Secretary/Receptionist and Administrative Assistant/Network Assistant, 

TECHNICAL SPECIALIST 

Title includes: Video Teleconferencing Manager, Electronic Management Specialist, and Webmaster. 

DIRECTOR 

Title includes: 1) Program Specialist for ABE/GED; 2) Program Specialist for Wotkforce Education; 3) Director of 
Atfiliated Acmities; 4) Director of Research and Planning; 5) Director of Special Projects: 6) Resource Managers; 7) 
Director of Workforce Education; 8) Director of Iiifonnation Services; 9) Program Specialist for Adult Basic Education; 
and 10) Director of Distance Education, 
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EXECUTIVE DIRECTOR 



Characteristics of Work : 

This is an administrative position which involves directing, organizing, planning, and supervising die operation of the Board 
office in executing the policies of the Board and the statutes of Mississippi. The ^ecutive Director is responsible for 
recommending and implementing policies and administrative procedures for the proper conduct of the mission and purpose.s of 
die Board. 'Hie incumbent must be able to provide leadersliip and guidance to the comniimity college system and work with the 
presidents of the community and junior colleges to assist them in carrying out mandates of their re.spective boards of trustees and 
ill lunctioiiing within the state system and policies established by the Board. 'IhLs leadership includes analysis of problems diat 
affect the various campuses within die community college system and interpretation of statutes and regulations that affect 
community colleges. Public relations is an integml part of the Executive Director's work and a.s such, the incumbent must 
employ diplomacy, tact, and vision in die pursuit of his/lier duties. 

Examples of Work : 

The following examples are intended only tus illustrations of the various tiisks performed by the incumbent in this position. These 
examples -ai'e not meant to be e.xhaustive; diey are representative of the general ftmctions of diis pOvSidon. 

1. Reports to the Board on specific as.signments and tiisks; 

2. Maintains an efticient, functional office for the Board; 

3. Recruits, hires/terminates, supervises, and directs .staff activities: 

4. Develops programs and program concepts; 

5. Develops and presents information to the public and the State Legislature; 

6. Coordinates with other government agencies; 

7. Plans and supports Board activities; 

8. Serves on other boards, councils, and commissions as appropriate: 

9. Confers with the Slate Superintendent of Education, the Commissioner of Instimtions of Higher Learning, and MACJC; and 

10. Represents the Board before legislative committees and other governmental bodies. 

Minimum Requirements : 

A doctorate degree from an accredited college or university in education, school administration, or a related field. Eight (8) years 
of experience in education, five (5) of which must have been in educational administration, is required 

Special Experience : 

Public relations and applications of state laws regarding public education and educational institutions. 
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DIRECTOR OF AFFILIATED ACTIVITIES 



General Statement of the Function: 



The Director of Affiliated Activities serves as the state-level coordinator for all MACJC sanctioned athletics and activities 
programs. The Director of Affiliated Activities reports directly to the Executive Director for the State Board for Community and 
Junior Colleges and works in liaison widi the community and junior college presidents and otlier appropriate community and 
junior college personnel. 



2 . 



o 
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Duties and Responsibilities; 

I . Serve.s ns the Executive Secretary for the Mississippi .Association of Community and Junior Colleges 

a. Attends all MACJC meetings 

b. Handles all arrangements for all MACJC meetings 

c. Prepares thorough and accurate minutes for all MACJC meetings 

d. Coordinates the enforcement of all MACJC rules and regulations with regard to inter-disti*ict relations, e.g., student 
recruiting, etc. 

Serves as the Commissioner of Athletics for all MACJC sanctioned sports programs: 

a. Certifies all MACJC athletes witii regard to all NJCAA and all MACJC rules and regulations 

b. Coordinates the scheduling of ail MACJC athletic comCvSts with the final authority to resolve all conflicts 

c. Coordinates and .supervises all MACJC athletic appeals 

d. Maintains administrative haison between all MACJC sanctioned atiiletic progi*ams and the NJCAA 

e. Coordinates all MACJC athletic playoff and championship games 

Serves as liaison between the MACJC and the following subsidiary organizations. The responsibilities in this role include 
but are not limited to the following: 

the collection, filing, and maintenance of minutes, financial records and requests, and other relevant information 
generated by the subsidiary organizations 

the coordination of subsidiary organizational activities with appropriate SBCJC staff members to assure effective 
communications and mututil support 

tlie coordination of the schedules of the events of the subsidiary organizations to assure efficiency and to avoid 
conflicts 

the generation of reports to fully apprise the community/junior colleges and SBCJC personnel of pertinent matters 
a. Community and Junior College Deaas Association 
b- Community^ and Junior College Band Directors Association 

c. Community and Junior College Business Managers Association 

d. Community and Junior College Choral Directors Association 

e. Community and Junior College Deans of Student Personnel Association 

f. Community and Junior College Press Association 

g. Community and Junior College Student Council Association of Mississippi 

h. Community and Junior College Intercollegiate Atiiletic Associations for 

(1) Football 

(2) Basketball-men and women 

(3) Baseball 

(4) Golf 

(5) Tennis 

(6) Track 

(7) Softball 

(8) Soccer 

i. Community and Junior College Football and Basketball Officials Associations 

j. Community and Junior College Trustees Association 

k. MACJC Athletic Council 

l. Community and Junior College Art Association 

m. Community and Junior College Registrars/Directors’ of Admissions Association 

n. Community and Junior College Student Activity Directors Association 

o. Community and Junior College Counselors Association 

p. Community and Junior College F inancial Aid Directors Association 

q. Community and Junior College Computer Center Directors Association 

r. Community and Junior College Continuing Education Directors Association 

s. Community and Junior College Public Relations D irectors Association 
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DIRECTOR OF AFFILIATED ACTIVITIES (continued) 

t. Community and Junior College Librariaas Association 

u. Community and Junior College Creative Writing Association 
V. Post>Secondary Vocational-Techniciil Directors Association 

w. Community and Junior College Campus Security Directors Association 
X. Community and Junior College Physical Plant/Maintenance Directors Association 

y. Community and Junior College Athletic Directors Association 

z. Community and Junior College Inter- Alumni Association 

4. Coordinates the planning for the Annual Meeting of the Mississippi Community and Junior College Trustees 

Association 

5. Represents the MACJC on the Board of Directors of the Mississippi Association of School Administrators; and 

6. Other duties as assigned by the Executive Director of the State Board for Community and Junior Colleges. 

Minimum Requirements: 

A master’s degree from an accredited college or university with five years related work experience. Related experience may be 
substituted on an equal basis for the educational requirement or related education may be substituted on an equal basis for wotk 
experience. 
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DIKECTOR OF SPECIAL PROJECTS 



Characteristics of Work: 



The Director of Special Projects is a profeasional who reports directly to the Executive Director of the State Board for 
Community and Junior Colleges. Generally, the position Ls respoasible for managing, coordinating, and developing .special 
projects as assigned by the Executive Director. The Director works with the Executive Director to cretite and develop stn\tegies 
and activities to enhance the agency's overall adminivStration and the attainment of strategic goals. Some responsibilities include 
serving and actively participating on various committees representing the SBCJC; developing, managing, and designing 
guidelines for program operations; managing a federally ftmded program; reviewing individual contracts; and developing and 
managing special initiatwes. 



Examples of Work: 

The following examples are intended only jus illustrations of the various tasks performed by the incumbent in this position. These 

examples are not meant to be exhaastive; they are representative of the general functions of this position. 

1 . Creating, developing, managing and coordinating special projectvS, which might include but are not limited to the following: 
planning, coordinating, and implementing a variety of conferences designed to enhance the overall mission and goals of tiie 
SBCJC, participating as the SBCJC representative on varioas external committees and completing assigned tasks from the 
committees, as.sLsting the Executive Director with completion of tasks required by the multitude of committees and councils 
in which he takc.s part, and researching and providing assistJince to the Executive Director on studies requested of him by 
the SBCJC, legislature, presidents, and/or other interested parties; 

2. Serving as a liaison/contact for information as requested by SBCJC staff, community college personnel, other state 
agencies, and the public as a whole; 

3. Developing and creating correspondence for the Executive Director to respond to a myriad of requests from internal and 
external .sources; 

4. Participating in the initial review of consultant and federal contract development to ensure compliance with 
standard contract procedures and/br the SBCJC Grant/Subgrantee Manual; 

5. Attending regular monthly meetings with the SBCJC, MACJC, Council for Education Technology and participating in a 
variety of ways including die following: developing outlines for Executive Director’s reports, identifying and ensuring 
handouts and necessary materials are on hand, coordinating report agenda items with other SBCJC staff, taking and 
developing minutes from dinner board meetings, and presenting various information as appropriate; 

6. Completing an initial screening of Executive Director’s mail, correspondence, and otlier documents and distributing to 
others as deemed appropriate; 

7. Assisting the Executive Director in coordinating personnel, evaluation, and other administrative duties required in the 
ongoing operation of tlie SBCJC; 

8. Participating as active member on sev'eral of the SBCJC Internal Product Teams: 

9. Developing staff meeting agendas based on inj^ut from SBCJC staff; 

10. Acting as the contact for Equal Employment Opportunity Act and/or American Disabilities Act complaints, concerns, or 
questi(»is; and 

1 1 . Accomplishing other duties its assigned by Executive Director. 

Minimum Requirements: 



Bachelor's degree from an accredited college or uniwrsity with a minimum of four years experience in educaticai, government, or 
related administrative work. Experience may be substituted on an eqiu\l biusis for educi\tion, or education may be substituted on 
an equal basis for experience. 
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DIREC rOR OF DISTANCE EDUCATION 



Characteristics of Work: 

This is professional administrative work that requires providing oversight and direction for the overall management and 
coordination of Uie distance education programs offered tlirough the Mississippi Virtual Conunuiiity College. Tliis position 
reports directly to the Executive Director. The Director must establish and maintain an effective interface with designated 
contacts at the state’s 15 public community and junior colleges. The incumbent will be responsible for ensuring project 
management, oversight, and approval in a manner diat assures the best use of resources and compliance with SBCJC policy, state 
law, and Mississippi Virtual Community College operational procedures. The person selected for this position is also responsible 
for close cooperation and coordination with students taking distance learning courses through the MVCC, other state agencies, 
members and staff of the State Board for Community and Junior Colleges, college presidents, Academic and 
Vocational/Technical Deans and other interested college personnel. These administrative duties include planning, directing, 
assessing, and reporting of activities in a manner that assures quality results. 

Examples of Work : 

‘file following examples are intended only as illustration's of the various tasks performed by the incumbent in tliis position, 'fhese 
examples are not meant to be exhaustive; they are representative of the general ftinctions of this position. 

1. Acts as tlie liaison between the SBCJC webmaster and the college distance learning coordinators in developing and 
updating the MVCC web page; 

2. Manages the statewide MVCC, including tasks a.s follows: 

a. Development of MVCC operational procedures in compliance with the MACJC and SBCJC adopted MVCC 
goals and objectives 

b. SBCJC Requesi(s) for Proposal and Project Development 

c. Project evaluation 

d. Identification, scheduling and provision of necessiiry statewide faculty, administrative and/or support sttiff 

training 

e. Budgeting 

3. Serves as the SBCJC’s liaison with college faculty, professional staff and administrators by providing information, 
support and guidance either individually or by participating on various councils, and committees required in the 
development and delivery of online iiLstructional offerings; 

4. Represents the agency through oral and written communications and reports; 

5. Assures the operational compliance with all applicable state and federal statutes and guidelines; 

6. Develops and/or maintains thorough working knowledge of all let'els of state and federal statutes and related guidelines 
which pertain to the operation of the online programs; and 

7. Establishes and maintains electronic data collection system required to document and justify resource utilization. 
Minimum Reaulremeiits: 



A Bachelors Degree from a four-year college or university with experience in program coordination/administration and an 
understanding of curriculum, instruction and the use of technology in instniction. Related experience may be substituted on an 
equal basis for tlie educational requirement or advanced related education may be substituted on an equal basis for work 
experience. 

Preferred OualificatiQns: 

A working knowledge of Blackboard.Courselnfo software package, experience teaching a course online and a high comfort level 
with multiple applications such as spreadsheet, database, web publishing and power point. 
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DIRECTOR OF INFORMATIONAL SERVICES 
Characteristics of Work: 

The Director of InformationaJ Services position has responsibility for managing professional and support staff in two or more 
core iunctions (e.g. infrastructure, operations and support and systems delivery, data administration) or where there are 
professional and technical staff' working in areas of systems delivery and integration. His/her primary focus is providing the 
Agency with optimal systems and services to support their business needs. In diis role the Director of Inforniaiional Services is a 
key member of the management team for the Agency. 

Examples of Work: 

1. Manages various technical and personnel resources tliat support core agency ilmctions related to complex infonnation 
systems which may include applications and infrastructure such as systems engineering, network engineering, and database 
adminivStration 

2. Manages the teclinology resources (infrastructure, operations, support, and systems delivery) of the agency to meet business 
needs. 

3. Provides technical leadership and expertise to assigned staff in deploying the technologies and/or platforms utilized by other 
State agencies and institutioas. 

4 Make recommendations to improve and enhance the Agency’s infrastructure environment. 

5. Leads efforts in dealing with technology trends and makes recommendations that eniiance the agency’s business 
applications to ensure program objectives are met. 

6. Leads technical research efforts with respect to new technologies that may be of benefit to the SBCJC, colleges and state 
agencies. 

7. Coordinates the resolution of technical and complex systems problem,s with vendors and technical staff members. 

8. Recommends and enforces standards and guidelines to ensure consistency in systems delivery 

9. Performs related or similar duties as required or assigned. 

Essential Functions: 



1. ManJiges the strategic activiues of the technical staff to ensure that adequate systems delivery and pmblem resolution, which 
may be statewide in scope. 

2. Manager? the technical environment to ensure adequate resource.s and ext^ertise are available to meet the business needs of 
the agency and to ensure future growth. 

3. Provides leadership and makes recommendations regarding the planning, budgeting, and effective use of existing and new 
technology resources. 

4. Coordinates the maintenance of existing systems and the deployment of new systems. 

Minimum Requirements: 

A bachelor's degree from an accredited college or university in computer science, data processing, busine.ss information systems, 

or a directly related field, or other as requested or defined in special qualifications and ten (10) years experience in a similar 

technical environment or other as requested or defined in special qualification. 
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TECHNICAL SPECULIST 



Characteristics of Work : 

riiis is a professional, senior level position in which tiie incumbent(s) will assist in tlie redesign, upgrade, impleineniation, and 
management of a networking infrastructure that includes a Local Areji Netumk (LAN), a Wide Areji Network (WAN) and a 
compressed Video Network. It requires compreheiLsive knowledge and experience in a minimum of one of the following areas: 
1) the design or analysis of telecommunications switching systems and products, 2) voice and data transmission systems or 
products, and 3) video transmissions networks. An extensive working knowledge of personal computer hardware and software 
installation, maintenance and support as well as comprehensive knowledge and experience in Iniemet'Intrdiiet/Web 
technologies, web site design and maintenance are important qualifications. Good communication and writing skills and tlie 
ability to work both independently and effectively with others are also requirements. 

Examples of Work 

The following examples are intended only as illustrations of the various tasks performed by the incumbent in this position. 
Examples of work performed in this chussification include but are not limited to. the following: 

1. Must have a knowledge of fITML; web scripting using .lava and JavaScript; graphic design skills; prognimming web 
applications in Perl, CGI Scripts, on a Unix or NT platform; 

2. Must have a working knowledge of Structured Query Language (SQL), and online database teclmo logics; 

3 . Must understand content distribution technologies; 

4. Mast be familiar with web site development program.s; 

5. Designs and maintains tlie Agency’s web site and Intranet; 

6. Acts as a technical resource and gives assistance to web masters/managers located at various sites in the 15 community and 
junior college districts by keepii^ up to date on web technologies; 

7. Writes technical user guides, etc.; 

8. Designs and creates databases and database system applications; 

9. Creates and maintains database table and tile dellnitions; 

1 0. Prottdes technical expertise on the database management system to u.ser and technical personnel; 

1 1 . Manages a LAN to provide local office automiaion (word-processing, database, spreadsheet, desktop-publishing); 

12. Designs, implements, and manages a WAN for tlie establishment of links to external sites; 

13. Coordinates the establishment of links between external entities; 

14. Coordinates the planning for the e.stablisliment of communication links between college personnel (DP Directors and 
Telecommunications Specialists) and the SBCJC; 

15. Establishes standards for EDI of data from the Community and .funior Colleges to the SBCJC; 

16. Manages and maintains Internet services; and coordinates the maintenance and implementation of the Community College 
Wide Area Network with the teclinology contacts; 

17. Administers, manages and schedules the use of a multi-site video network witli a minimum of 20 sites; 

18. Troubleshoots compressed video equipment operating problems and detemiines the cause of program intemiption; 

19. Maintains documentation on network or production procedures and problem resolution to ensure that information is 
available w4ien needed; 

20. Monitors network devices and handles problem resolution for users. 

Minimum Requirements: 



A bachelor's degree from an accredited college or university in a teclinology-related field with three years related experience. 
Education and/or experience may be substituted equally. 

(continued) 
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Technical Specialist (continued) 
Special Experience Preferred: 



Direct experience with Intemet^Web technology, supporting multiple servers in an educational or corporate environment is 
preferred. Related work may include work in designs of web sites, database administrative, and electronic transaction protocol. 
The incumbent should possess a strong knowledge of Internet skills and trends, and must have prior experience with UNIX and 
Windows NT Servers, Windows 95/98, and Internet applications. Related work should include experience with PC based 
applications and netw'orks, systems programming knowledge, a working knowledge of asynchronous communications, w'ork 
experience in the area of systems analysis, knowledge of multi-protocol routers, experience with UNIX administration, CISCO 
router configuration, and frame relay configuration. Proficiency is required witli TCP/IP - Internet protocol. Prior experience 
with video teleconferencing equipment, i.e. multi-point control units, video codec, administrative packages. Working knowledge 
of T-1, frame relay, and oilier types of networks. Good communications skills ai*e also required for tiiis position. 
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EXECDTJVE SECRETARY 



Characteristics of Work: 



This is professional senior level work in which the incumbent functions as die principal clerical support to the Executive Director 
and the Director of Special Projects. The incumbent also must exercise independent judgment in accomplishing assigned duties 
and tasks within limits of standard operating procedures. 

Examples of Work; 

The following examples are intended only as illustrations of the various tasks performed by the incumbent in this position. These 
examples are not meant to be exhaastive; they are representative of the general functions of this position, 

1. Organizes and maintaias a filing system for classifying, retrieving, and disposing of materials that include 
corres'pondence, records, reports, and other documents; 

2. Composes correspondence and routes with other pertinent coirespondence and materials to appropriate destinations; 

3. Easure.s routing of materials in a timely manner; 

4. PlacevS local and long distance telephone calls upon request to varioius officials, the news media and otlier parties, refers 
incoming telephone calls and visitors to the appropriate person(s) or tunctional areas; 

5. Locates and assembles information tor various repoils, briefings, meetings, and conferences; 

6 . Provides immediate assistance to lire Executive Director and Director of Special Projects; 

7. Performs photocopying, dictation, transcription, and typing of correspondence and reports; 

8. Makes travel arrangements for the Executive Director and/or Director of Special Injects; 

9. Assists other clerical staff witli information; 

10. Trades SBCJC contracts by amount, name, program, and other identifying characteristics; 

1 1 . Assists administrative staff as approved by the Executive Director; 

1 2. Assi.sts Director of Special Projects in maintaining the Executive Director's calendar; and 

1 3 . Perfonns other duties as assigned, 

^Cn^mum Requirements: 



Graduation from an accredited high school or a GED certificate and demonstrated clerical and secretarial competence, including 
dictation skills, or three years demonstrated experience via resume or other ckicumented history and appropriate skills. 

Special Experience: 

Typing proficiency, computer skills particularly in Word Perfect and Lotus 123 software, and good communication skills. 
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ADMINISTRATIVE SECRETARY 



Characteristics of Work : 

This is upper level secretarial work in which the incumbent provides clerical and other programmatic support to SBCJC staff. 
The incumbent also must exercise independent judgment in managing the affairs of a professional office within limits of standard 
operating procedures. 

Examples of Work: 

The following examples arc intended only as iliastrations of the various tasks performed by the incumbent in this position. These 
examples are not meant to be exhaustive; tliey ai*e representative of die general functions of tliis position, 

1. Organizes, designs, and maintains files for classifying, retrieving, and disposing of such materials as correspondence, 
records, reports, and other documents; 

2. Composes correspondence and routes with other pertinent correspondence and materials to appropriate destinations. 
Correspondence may include memos, letters, minutes, reports, mailing labels, forms, etc,; 

3. Ensures routing of materials in a timely manner; 

4. Places local and long distance telephone calls upon request. Refers incoming telephone calls and visitors to the 
appropriate person(s) or ftmctional area(s); 

5. Locates and assembles inforaiation for various reports, briefings, meetings, and conferences; 

6. Performs photocopying, dictation, transcription, jind typing of coirespondence and reports; 

7. Makes travel arrangements as requested; 

8. Assists other clerical staff as needed; 

9. Attends meetings as directed, takes and transcribes minutes; 

10. Acts as office receptionist as needed; 

1 1 . Processes mail, both incoming and outgoing; 

12. Monitors and/or routes faxes to and from office personnel; 

13. Assists in preparation of meetings including but not limited to scheduling, setup, clean up and assuring that proper 
equipment and materials are on hand; 

14. Orders supplies for immediate supervisors; and 

15. Assists in project administration including tracking, reviewing, and processing programmatic report,s, contracts, and 
materials. 

Minimum Reouirements: 

Graduation from an accredited high school or a GED certificate and demonstrated clerical and secretarial competence, or three 
years demonstrated e.xperience via resume or other documented history and appropriate skills. 



Special Experience : 

‘fyping proficiency, computer word processing/soffcware, proficiency in a data base system, and office management skills. 
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SECRETARY 



Characteristics of Work : 

riie incumbent fiuictions as the principle clerical support to one or more individuals within the organization. Tlie work is 
generally routine and standardized, but involves choices of action within limits defuied by accepted clerical practices and 
standard operating procedures. When required, comprehensive, detailed instructions are received from the immediate supervisor. 
Contacts are necessary bo ill within and without the organization for the purpose of information exchange. 



Examples of Work : 

fhe following e.xamples are intended only as illustrations of the various ttisks performed by the incumbent in this position, 't’he.se 
examples are not meant to be exhaustive; They are representative of die general functions of this position. 

1. Filing, typing, routing, and preparing correspondence and other documents: 

2. Telephone message receipt and delivery, receives visitors and directs tliem to appropriate persormel and provide routine 
information; 

3. Word processing and data entry; 

4. Orders supplies; 

5. Assist in planning, organizing, and executing conferences and other meetings including but not limited to on-.site 
registration of participants; and 

6. Processes mail and o^er materials as deemed appropriate. 



(Minimam Requirements: 

Graduation from a standard four-year high school or a high school equivalency certificate (GED) witli two years of related work 
experience and working knowledge of personal computers. 



Snecial Exp erience Preferred 

Typing proficiency and computer word processing-proficiency. 
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ASSOCIATE EXECUTIVE DIRECTOR OF FINANCE AND ADMINISTRATION 



Characteristics of Work : 

This is managerial and administrative work which involves highly professional oversight of the financial matters of the 
community and junior college system. The position requires considerable ability for independent judgment, application of 
financial management policies whicli include a sound knowledge of fund accounting, grant accounting and state purchasing laws, 
and the ongoing implement<trion of generally accepted accounting principle.s. Tlie incumbent in this position is also re.sponsible 
for close coordination and communication with other state agencies, the Executive Director, the Board, and the college presidents 
and business managers. 

Examples of Work : 

rile following examples are intended only as illustrations of the various tasks performed by the incumbent in this position, rhese 
examples are not meant to be exhaustive; they are repre.sentative of the general fmictions of this position. 

1 . Directs, plaas, budgets, and coordinates financial matters for the Board; 

2. Interprets and applies policies and procedures for carrying out policies; 

3. Serves as staff advistir in matters relating to college financial matters: 

4. Supervises and directs staff responsible for tlie general ledger, monthly reconciliation, financial statements and GAAP 
Packets of the Board; 

5. Manages and supervises the accounts receivable, accounts payable, payroll, contracts, purchasing, and grants 
accounting functioas of the Board; 

6. Supervises the research and divStribution of financial information reque.sts; 

7. SupenMses and directs the development, coordinatioa editing, and preparation of budget reque.st (MBR) materials for 
the conununity and junior college .system and the Board administrative office for the Legislative Budget Office and 
Governor’s office; 

8. Receives, reviews, and executes tasks resulting from Board actions; 

9. Prepares allocation and disbursements of support funds based on community and junior college funding formula and 
appropriation bill; and 

10. Conducts or assists in eruDllment audits of the various community and junior colleges. 

Minimum Requirements. 

A mastef.s degree in accounting from an accredited college or university and four years of profe.ssional woric experience in 
finance at the managerial level, or a bachelors degree in accounting from a college or unh^ersity, a certified public accountant 
certificate, and four years professional work experience in finance at the managerial level. 

Special Experience : 

Governmental accounting, community college business office, personal computer, Lotus 1-2-3, ten-key calculator, and good 
communication skills. 
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SUPERVISOR OF ACCOUNTING 



Characteristics of Work: 



This is managerial and administrative work which involves Iiighiy professional oversight of the financial matters of tlie State 
Board for Community and Junior Colleges. The position requires considerable ability for independent judgment, application of 
financial management policies which includes a sound knowledge of fund accounting, grant accounting and state purchasing 
laves, and the ongoing implementation of generally accepted accounting principles, 'flie incumbent in tliis position will report to 
the Associate Executive Director of Finance and Administration and will be responsible for coordination and communication 
with the workforce progrants and oilier state agencies. 



Examples of Work: 



The following examples are intended only as illustrations of the various tasks perfomied by the incumbent in this position. Ihese 
examples are not meant to be exhaustive: they are repre.sentative of the general fonctions of this position. 

1 . Plans, budgets, and coordinates financial matters for die Board; 

2. Interprets and applies policies and procedures for canning out policies; 

3. Prepares and reconciles budgets, payroll, financial statements, outside agency forms for the SBCJC; 

4. Initiates and coordinates the day to day accounting transactioas for the SBCJC and su^iervises die SBCJC staff 
responsible for accounts receivable, accounts payable, payroll, contracts, purchasing, and grant accounting; 

5. Researches and distributes financial information request.s; 

6. Coordinates, edits, and prepares budget request (MBR) materials for the SBCJC administrative office m accordance 
with instructions of the Legislative Budget Office and Governor's Office ; 

7. Receives, reviews, and executes tasks resulting from SBCJC actions; 

8. A.ssists or conducts enrollment audits of community and Junior colleges; and 

9. Tracks workforce projects and prepares varioas financial reports for the workforce programs. 

Minimum Reauiremenrs: 

A bachelor’s degree in accounting from an accredited college or university and four years of professional work experience in 
accounting at the managerial level, or a bachelors degree in accounting from a college or university, a cerdfied public accountant 
certificate, and one year profossional work experience in accounting at the managerial le\'el. 

Special Experience: 

Slate governmental (fund) accounting experience, working knowledge of the State Automated Accounting System (SAAS), 
experience in accoimting for grants, strong personal computer skills, proficiency in the use of Lotus 1 -2-3, ten-key calculator 
proficiency, and good communication skills. 
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ACCOUNTANT/FERSONN EL MANAGER 



Characterlsfics of Work: 



The individual in the AccounUmt position is responsible for financial matters relating to federal prognims that are administered 
by the State Board for Community and Junior Colleges and duties reUited to personnel within the overall office. The position 
requires die application of financial management policies wliich include a soiuid knowledge of fund accounting, grant 
accounting, and the ongoing implementation of genenilly accepted accounting principles. 

Examples of Work; 

The following e.xamples are intended only as iiiusu-ations of the various tasks performed by die incumbent in this position, 'fhese 
examples are not meant to be exhaustive; they are representative of die general flmctions of this position. 

1 . Communicates with Subgrantee of federal/state funds; 

2. Performs accounting and budgeting functions for all federal grants; 

3. Prepaies federal and state reports related to federal grants; 

4. Prepares indirect cost proposal; 

5. Responsible for semi-annual conversion to GAAP for federal/suite reporting; 

6. Responsible for die maintenance of casli receipts; 

7. Conducts or assists in enrollment audits of community or junior colleges: 

8. Performs record keeping and administrative duties related to personnel; 

9. Keeps SBCJC staff informed with information regarding state healtii insurance, state life insurance, public employees 
retirement system, deferred compensation of Mississippi, and safety policies; 

10. Ensures agency compliance with Family Medical Leave Act of 1993, COBRA. Worker’s Compensation. American 
Disabilities Act, and Section 125 cafeteria plans; 

1 1 . Maintains stalf personnel files: 

12. Provides orientation to new employees and conducts exit inter\iews upon employee tenniiiation; 

13. Investigates accidents and conducts workplace safety inspections: 

14. Ensures that job vacancies are posted at specified sites; 

1 5. Collects and, as requested, screens applications for job vacancies and uasolicited applications; 

16. Maintains, updates, and revises Personnel Manual; 

1 7. Serves as Team Leader for Personnel l earn and reports to Oversight Team; and 

18. Maintains personal leave records for agency. 

Minimum Requirements: 

A bachelor’s degree in accounting fram an accredited college or university, and one year professional work experience in 
accounting and.'or personnel. 

Special Experience Preferred; 

State governmental (ftind) accounting experience, e)q>erience in accounting for grants, personal computer .skills, proficiency in 
die use of Lotus 1-2-3, ten-key calculator experience, and good communications skills. 
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ACCOUNTING ASSIS TAN'I 



Characteristics of Work : 

The incumbent functions as die principal clerical support to one or more individuals witiiin die organization. The work is 
generally routine and standardized, but involves a choice of action within limits defined by sound clerical practices and standard 
operating procedures. When required, comprehensive detailed in.struction.s are received from the immediate supervisor. Limited 
contacts are necessary both withiu and outside the organization tor the puipose of information exchange. 

Examples of Work: 

The following examples are intended only as illu.strdtion.s of the varioas tasks perfomied by the incumbent in this position. These 
examples are not meant to be exhaastive; diey ai*e representative of tlie general functions of this position. 

1 . Responsible for accounts payable and processes payment voucliei'S; 

2. Prepares accounts receivable invoices, disbursements, accounts payable; 

3. Prepares allocation list for routing to Finance and Administration; 

4. Files, types, and routes correspondence; 

5. Answers, receives, and delivers telephone messages, receives visitors and directs them to appropriate personnel; 

6. Assists in budget preparation: 

7. Performs word processing and data entry; 

8. Provides technical assistance with computer network (Network User Group Member); 

9. Prepares quarterly payroll tax reports for federal and suite purposes: 

10. Compiles enrollnient infomiation for statistical data booklets, annual reports, vo*tech enrollment by program and site, 
etc,; 

1 1 . Records usage of copiers (2) to tlistinguish program usage anti breakout of charges: 

12. (jathers and compiles information for board meetings (mailout and books) and prepares legislative budget hearing 
booklets for distribution during legislative sessions; 

1 3. Processes travel reimbursements for staff employees, as well as outside vendors; 

14. Tracks workforce project budgets and reimbursements; 

15. Tracks TANF and ABAWD budgets and reimbursements: and 

1 6. Assists in tracking equipment. 

Mmimum JR ^guirements: 

Graduation from an accredited high .school or a GED certificate with a minimum of two years related w^ork e.xperience in finance 
or associate degree in related field Typing proficiency and computer word processing proficiency. 

Special Reautrements Preferred: 

Strong computer .skills with comprehensive knowledge of WordPerfect and Lotus 1-2-3; .some knowledge of the State Automated 
Accounting System (SAAS) payroll experience; preparation of state and federal quarterly tax rejx>rts. 
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PURCHASING AND RECORDS TECHNICIAN 



Characteristics of Work: 



rhe Purcliasing and Records Technician functions as tlie purchasing technician within the organization. The work Ls generally 
routine and standardized, but involves a choice of action within limits defined by purchasing policies and state laws. Information 
from customer departments must be processed u.sing independent judgment to obtain cost for commodities and contract services. 
Contacts within and outside tlie organization are necessaty for the puipose of information exchange. 

ExainDle,sofWork: 

The following e.xan^les are intended only as illustnitions of the various tasks performed by the incumbent in this position. These 
examples are not meant to be exhaustive; they are representative of the general functions of this position, 

1 . Processes purchase requisitions by obtaining quotes or identifying state contract items for approval by the finance 
office and Executive Director, 

2. Preptues bid packets for advertisement of solicitation of bids when required by law; 

3. Processes purchase orders for distribution to vendors; 

4. Matches receiving reports and imroices with purdiase orders and forwards tliem to the Accounting Assistant for 

processing; 

5. Maintains stock sxipply of commonly used office supplies and transfers cost to appropriate cost centers; 

6. Prepiires and maintains agency property records .submitted to the State Department of Audit Property Office; 

7. Oi^anizes, designs, and maintains a filing system for classifying, retrieving, and disposing of such materials as 

conrespondence, records, reports, and other documents following the guidelines of the MS Department of Archives and 
History; and 

8. Attends SBCJC and MACJC meetings as directed; takes and transcribes minutes. 



Minimum Requirements: 

Graduation from an accredited liigh school with two years of related purchasing experience. Ihe attainment of a high school 
equivalency certificate (GED) may be substituted for the liigh school graduation. 

Special Experience Preferred! 

An associate's degree or equivalent. A Certified Public Purchasing Buyer designation. Personal computer, ten-key calc'ulator, 
and good communication skills. 
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ASSOCIATE EXECUTIVE DIRECTOR OF ACCOUNTABILITY AND SUPPORT SERVICES 



Characterisfics of Work: 

This adniinistraiive position involves highly professional oversight of accountability and support ser\dces. The incumbent is 
responsible for directing, planning, organizing, and coordinating all programs and initiatives required for assuring accountability 
and program support necessary for the success of the SBCJC mission. Work is subject to review of the Executive Director to 
whom the incumbent is responsible. Responsibilities include planning, directing, assessing, and reporting of activities in a 
manner that assures quality results. 

Examples of Work; 

The following examples are intended only as illustrations of the varioas tasks performed by the incumbent in this position. These 
examples are not meant to be exhaustive; they are representative of the general tunctions of this position. 

1 . Supervises and directs staff as required to accomplish assigned responsibilities; 

2. Works cooperatively with odier staff leaders in developing overall SBCJC program plans; 

3. Assures that a comprehensive and effective internal and external accountability program is in place diat includes 
compliance with all federal and state laws, guidelines, and policies; 

4. Develops plans, p>olicies, and reports required to support strategic miuatives; 

5. Communicates and coordinates effectively with customers; and 

6. Directs, assigns, and evaluates the work of staff' in a manner that assures continuoas improvement. 



Minimum Requirements: 



A master's degree from an accredited college or university with a minimum of five years related experience. 
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DIRECTOR OF RESEARCH AND PLANNING 



Characterisfics of Work : 

lliis Is administrative and technical work in which the incumbent exercises independent judgment in planning, directing, 
researching, organizing, data collection, analysis, and reporting information. Incumbent re\iews and evaluates \'arious 
components of the community/junior college system, conducts statistical analyses, supervises an employee, and assists in the 
selection of computer software. Incumbent also participates in enrollment audits. 

Examples of Work: 

The following examples are intended only as illustrations of the various tiKsks performed by the incumbent in this position. These 
examples are not meant to be exiiaustive; tliey are representative of die general functions of this position. 

1 . Prepares data tor information and publication of annual reports; 

2. Conducts .studies and research for dissemination to Executive Director and Board for fonnulation and establishment of 
policy; 

3. Plans and conducts institutional research; 

4. Represents the agenc>' through public involvement and participation on various councils; 

5. Recommends review of problems for investigation, analysis, and resetirch; 

6. Develops fomiat and techniques for data collection; 

7. Interprets results of studies and surveys and makes recommendations based on their results; 

8. Presents survey resulLs in the form of reports, graphs, charts, and/or diagrams; 

9. Assists in planning and conducting enrollment audits; and 

10. Assists in planning and preparation of monthly board meetings. 

Minimum Requirements : 

A master^s degree from an accredited college or university and nine (9) graduate semester hours in research or experimental 
methodology and statistics. 

Special Experience : 

Pereonal computer systems; a{)propriate hardware and software application; word processing; data base management; and spread 
sheet software. 
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RESOURCE MANAGER 



Characteristics of Work: 



The Resource Manager is responsible for developing and maintaining a system of suppoit for programs and peisonnel in all areas 
in which the SBCJC staff has responsibility. Incumbent will be responsible for providing training. Additionally, the incumbent 
\viW collect iind make available both print tind non- print materials and equipment required to support the training tind educjuional 
missions of die community and junior colleges, die SBCJC, and workforce training recipients. The Resource Manager will 
develop and maintain an ongoing inventory of existing prognims and resources, will monitor programs, and provide internal 
auditing to easure corral iance with state and federal policies, guidelines, tmd requirements. The Resource Manager will develop 
and operate a system of educational sendees, which supports quality development and quality management in all sectors. 
Responsibilities include planning, directing, assessing, and reporting of activities in a manner that assures quality results. 

Examples of Work: 

The following examples are intended only as illustrations of the various tasks performed by the incumbent in this position. These 
e.xamples are not mejint to be exhaustive: they Jire representative of the general functions of this position. 

1. Assists SBCJC staff, community' and junior college personnel, employees and employers by providing essential 
resources; 

2. Provides staff development to identified clients as needs are deteniiined; 

3. Performs research and reporting iunctions; 

4. Assures appropriate emphasis on the development of quality programs through conferences, awards progninas, and 
other means of recognition; 

5. Acquires and maintiiins a high quality inventory of books, audio and video tapes, training aids, software packages, and 
other materials and equipment required to meet customer needs; 

6. Develops and maintains inventories of existing re.sources to support customer training and development initiatives; 

7. Provides support for conferences, w'otkshops, and other training initiatives; 

8. Develops training plans and conducts research; 

9. Monitors SBCJC supported projects (both internally and externally) for both programmatic and financial correctne.ss; 
and 

10. Offers support ser\rices to SBCJC program efforts as assigned. 

Minimum Requirements: 

A bachelor's degree from an accredited college or university with a minimum of four years related experience. 
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PUBLICATIONS/MEDIA SPECIALIST 



Characteristics of Work : 

rhis is a highly professional position that requires the individual to possess both knowledge of media sources with the ability to 
reach the appropriate markets and a broad knowledge or the ability and commitment to acquire such knowledge of the SBQC 
system. The individual creates, develops, coordinates, and manages commimications and informational materials that present all 
vSBCJC programs and initiatives to a varied audience and reflect and record the image of the entire system as it exists and as it 
transforms. 

Examples of Work: 

The following examples are intended only as illustrations of the various Uusks performed by the incumbent in this position. These 
examples are not meant to be exhaustive; they are representative of the general functions of this position. 

1 . 

2 . 

3. 

4. 

5. 

6 . 

7. 

8 . 

9, 

10 . 

11 . 

12 . 

13. 

14. 

15. 

Minimum Reojiirements; 

A master's degree from an accredited college or university in marketing, business, or any other appropriate field with work 
experience related to writing, production and managing public relations responsibilities. Preferred experience lusing Macintosh 
computer with software that includes QuarkXpress, Adobe Protoshop, Aldus Persuasion and Claris Works. Knowledge of 
service bureau and printing procedures. Related experience and/or education may be substituted equally. 



Creates (print and nonprint) statewide initiatives; 

Writes newsletter (Sidll/Tecli News): Research, write articles, solicit copy, design and layout; 

Writes press releases supporting SBCJC activities: 

Produces Mississippi Quality Award Program materials (five publications plus all annual conference materials); 

Produces promotional materials supporting the maiketing efforts of Skill/"! ech Centers and the community college 
career centers; 

Writes presentation and promotional materials to support the SBCJC staff; 

Networks with community college pubUc relations staffs to acquire best practices and other articles; 

Engages in any other activities that aid in gaining broad knowledge of the activities of the SBCJC; 

Designs publications as needed: 

Develops and inq>lements a long range marketing pn)gram; 

Coordinates the marketing program with all phases of economic det'elopment; 

Works closely with Career Centers, assisting tliem with developing their own marketing plan, synchronizing it widi the 
state plan; 

Creates working relationsliips with print and non-print media; 

Organizes and marwges public information program; and 
Engages in other duties as assigned. 
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ASSOCIATE EXECUTIVE DIRECTOR OF PROGRAMS 



Characteristics of Work : 

This is professional administrative work tJiat requires providing oversight and direction for the overall management and 
coordination of the Program Division. Additional responsibilities include coordinating activities with the State Legislature, 
developing sttmdards related to colleges' needs, managing post-secondtuy vocational programming, and other programs as 
directed by die Executive Director. These administrative duties include planning, directing, assessuig, and reporting of activities 
in a manner that assures quality results. 

Examples of Work: 

The following examples are intended to be illustrations of the various tasks perfonned by the incumbent in diis position. These 
examples are not meant to be exhaustive: they are repre.sentative of the general functions of this position. 

1 . Processes and presents all applications for education programs in the community and junior college system; 

2. Serves as liaison with the Stale Legislature and tracks legislation pertinent to community tind junior colleges and upon 
request, gives legislative committee testimony and provides intbnnation to die legislature; 

3. Supervises and reviews ciuriculums; 

4. Participates in accTeditation and articulation acti\"ities; 

5. Represents agency through oral and written communications and reports; 

6. Researches and reports on educational issues and special projects; 

7. Oversees die administration, coordination, and operation of state, federal, and/or local programs, as required by state 
and/or federal legislation; to include ABE/GED and workforce education; 

8. Supervises program division personnel; and 

9. Carries out odier program responsibilities as directed. 

NDniniuin ReQuirements : 

A master’s degree from an accredited college or university with five (5) years related work experience. Related experience may 
be substituted on an equal basis for the educational requirement or related education may be s-ubstituted on an equal basis for 
work experience. 
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niRECrOR OF WORKF ORCE EDUCATION 



Characteristics of Work; 

rhis is professional administrative work that requires providing oversight and direction for the overall management aid 
coordination of the Workforce Education programs, including but not limited to, projects funded through state, federal and /or 
local monies. Workforce Education programs may be funded through a vtiriety of sources and may change as funding becomes 
available. ’Hus position reports directly to the Associate Executive Director of Ih-o grams. The Director must establish and 
maintain an effective interface with the State Workforce Development Council and the 15 Community and Junior College Career 
Centers. The incumbent will be responsible for ensuring project management, oversight, and approval in a manner that assures 
the best use of resources and compliance with SBCJC policy and state law. 'fhe incumbent in tliis position is also responsible for 
close cooperation and coordination with other state agencies, the Executive Director, members of the State Board for Community 
and Junior Colleges and college presidents, and for providing support and staffing fcjr the State Workforce Development Council. 
These administrative duties include planning, directing, assessing, and reporting of activities in a manner that assures quality 
results. 

Examples of Work : 

The following examples are intended only as illustrations of the various tasks performed by the incumbent in this position. These 
examples are not meant to be exliaustive: they are representative of die general functions of this position, 

1. Oversees the administration, coordination, and operation of state, federal, and/or locally funded Workforce Education 
programs offered Uirough die community and junior college system; 

2. Serves as liaison to SBCJC .staff in other divisions, college personnel, other state agencies and the general public 
related to the coordination of Workforce Education programs; 

a. Empl oyee/Emp loyer IVaining Ih'ogram.s 

b. Project Development 

c. Partnership Development 

d. Pro ject assessment and evaluation using quantifiable Measures of Effectiveness (M.O.E.'s); 

e. Budgeting 

3. Receives, reviews, and ensures tasks from the SBCJC and die State Workforce Development Council are acted on; 

4. Supervises Workforce Education persoruiel; 

5. Represents the agency through oral and written comniunicaiions and reports: 

6. Develops and/or maintains thorough working knowledge of all levels of state and federal statutes and related 
guidelines which pertain to the operation of the workforce and education program; 

7. Assures the operational compliance with all applicable state and federal statutes and guidelines; and 

8. Estabiislies and maintains data collection system required to document and justify resource utilization. 

Minimum Requirements; 



A bachelor\s degree from an accredited college or university with a minimum of four years related experience. 
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Title: Program Specialist - Workforce Education 


Initial Date of Adoption: September 16, 1996 
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PROGRAM SPECIALIST - WORKFORCE EDUCATION 



Characteristics of Work: 

This position reports directly to the Associate Executive Director of Programs. The specialist must establish and maintain an 
etfective interlace with the State Workforce Development Council and the 15 Community and Junior College Career Centers. 
Tlie incumbent will be responsible for project management, oversight, and approval in a mamier diat assures tlie best use of 
resources and compliance with SBCJC policy and state law^ The incumbent in this position is also responsible for close 
cooperation and coordination with other state agencies, the Executive Director, the Suite Board for Community and Junior 
Colleges Board and Presidents, and is responsible for providing support and staffing for tlie State Workforce Development 
Council. Res'porcsibilities include planning, directing, assessing, and reporting of activities in a manner that assures quality 
results. 

Examples of Work : 

The following examples are intended only as illustrations of the various tasks performed by the incumbent in this position. These 
examples are not meant to be exhaastive; tliey are representative of die general functions of tliis position. 

1 . Directs, plans, budgets, and pro\ides oversight of Ctireer Center projects; 

2. Advises SBCJC staff and Career Centers related to the coordination and development of: 

a. Employee/Employer Training Programs 

b. Project Development 

c. Partnership Development 

d. Project assessment and evaluation u.sing quantifiable Measures of Effectiveness (M.O.E.’s); 

3. Draffs contracts for use of consultants; 

4. Receives, reviews, and executes tasks from the SBCJC and the State Workforce Development Council actions; 

5. Provides financial management by developing and monitoring budget; 

6. Develops and/or mainuiins thorough working knowledge of all lev'els of state and federal statutes and related guidelines 
which pertain to the operation of the workforce and education program; 

7. Assures the operational comphance with all apphcable state and federal statutes and guidelines; and 

8. Establislies and maintains data collection system required to document and justiiy resource udlization. 

MinimujiiR euuiremeiits: 

A bachelors degree from an accredited college or university with a minimum of four years related experience. 
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PROGRAM SPECIALIST- ADULT EDUCATION/GED 



Characteristics of Work: 



The program specialist for AduJt Educadon/GED is responsible for providing oversight and direction for the ABE/GED program, 
including but not limited to die following: project approval, coordination, standards development, and support for the State 
Workforce Development Council. Responsibilities include planning, directing, assessing, and reporting of activities in a manner 
that assures quality results. The Adult Basic Education (ABE)/ General Equivalency Diploma (GED) program specialist is tlie 
person with whom the U.S. Department of Education and the GED Testing Service have regular contact regarding policie.s, 
procedures, issues, and problems. 

ExamDie.sofWork; 

The following examples are intended only as illustratioas of the varioas tasks performed by the incumbent in this position. These 
examples are not meant to be exhaastive; they are representadve of the general functions of ^is position. 

1 . Administers the GED testing and ABE program within jurisdiction in conformity with the GED Examiner's Manual and 

federal guidelines from the U.S. Department of Education; 

2. Directs overall operation of program; 

3. Directs, plans, budgets, and coordinates all financial matters of the program; 

4. Designs programs to meet the needs of potential students and GED examinees; 

5 . . Reviews and approves memoranda of agreement and pro j ect applicatioas; 

6. Identifies locations for GED testing centers at appropriate institutions; 

7. Appoints chief and alternate examiners, and proctors; 

8. Oversees essay scoring for jurLsdiction in cooperation with GEDTS; 

9. Easures that accurate and complete test and credential records of GED examinees are kept; 

10. Recommends to Associate Executive Director of Programs reasonable and equitable GED testing fees; 

1 1 . Provides techniciil assistance to local programs and other agencies delivering .services for adults; 

12. Provides training for examiners, local ABE directors, instructors, aides, and volunteer tutors; 

1 3. Gathers and re}x>rts data for die U.S. Department of Education and GEDTS, as requested; 

14. Monitors contracts, test administration, and storage of secure raateriaU; 

1 5. Directs all public relations and marketing of the program; 

16. Provides local programs information related to ADA and odier federal and state accessibility requirements to 
enhance accessibility of classes and GED testing for diverse populations, including racial minoritie.s, 
ethnic minorities, and adults with disabilities; 

17. Closes GED Testing Centers when a violation of security occurs or whenever circumstances warrant such action; and 

18. Owrsees investigations of security violations througli on-site visits. 

Minimum Requirements! 

A ma.ster's degree from an accredited college or university with a minimum of 3 years experience in administration, counseling, 
testing, or adult education. Related e.xperience and/or education may be substituted equally. 
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PROGRAM SPECULIST-ADULT BASIC EDUCATION 



Characteristics of Work: 



This position will assist in the overall coordination and oversight of Adult Basic Education and GED programs, the 
administration and oversight of Rural Health Corps programs and the Commission on Proprietary Schools and College 
Registration, staff development meetings for SBCJC programs, and teclinical assistance for SBCJC subgrantees from botii a 
programmatic and financial standpoint, and assist with all facets of the operation of the programs division. 



Examples of Work: 

The following examples are intended only as illustrations of the various tasks performed by the incumbent in this position, fhese 

examples are not meant to be exhaustive; they are representative of the general functions of this position. 

1. Assists in development and the oversight of all aspects of Adult Basic Education and GED programs, which includes 
development of the RFP process, local contntct negotiations and approval, technical assistance and staff development; 

2. Ifrovides the work related to the Commission on Proprietiuy^ Schools and College Registration, including but not 
Ihnited to the review of applications and fees, working with tlie Commission, and acting as the liaison to others on all 
proprietary .schools information, complaints and questions; 

3. Coordinates the overall administration of Rural Health Corps programs operated through agreements with the 
Mississippi State Extension Seivdce (MSU-ES) and five colleges (East Central, Itawamba, Holmes, Northeast MS and 
Northwest MS Community Coliege.s); which includes but is not limited to the coordination of memorandum of 
agreements, acting as a liaison to the applicable parties and specified Councils in the administration of these projects, 
and ensuring programmatic and financial project reporting and monitoring is provided; 

4. Assists in intemai and external audits of SBCJC programs; 

5. Assures tlirough tecimical assistance and contractual negotiations that local program operators are made aware of all 
federal and state regulations and guidehnes for all programs; 

6. Coordinates staff development with subgrantees and vendors, which includes but is not limited to a.ssessing staff 
development needs, evaluating activities offered, assessing needs, and coordinating training with other agencies and 
literacy providers; and 

7. Manages re.sponsibilities as a member of SBCJC team(s). 

Minimum Requirements; 

A bachelor's degree from an accredited college or university. In addition, experience in government contracts, monitoring, and 

adult education programs is preferred. 
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PERSONAL LEAVE 



Personal leave is granted to fuU-time employees after one month of continuous service at a rate of 12 hours per month (accrued). 
Personal leave is accrued at this rate through tlie end of the third year of ser\dce. At the beginning of the fourth year of service 
through the end of the eighth yci\r of service, personal leave shiiii be accrued at a rate of fourteen (14) hours per month. At the 
beginning of die ninth year of .service dirough the end of tlie tifieentii year of service, personal leave shall be accrued at a rate of 
sixteen (16) hours per month. Employees who liave in excess of fifteen years of seivice sliall accnie personal leave at a rate of 
eighteen (18) hours per month. Part-time employees etim personal leave on a pro-rata basis. 

Personal leave shall be credited at the end of the period in which it is earned and may not be used in advance of accrual. It may 
be taken upon approval of written request by the employee after it hiis been accrued. 

Other leave policies are as follow's: 

1. Personal leave may be u.sed for vacations and personal business as scheduled by the Executive Director and shall be 
u.sed for illnesses of the employee requiring absences of one (1) day or any portion of a day. Peojonal leave may iilso 
be u.sed for an ilbiess in the employee's family. 

2. Personal leave shall be cumulative and there shiill be no limit to the accumulation of personal leave. An employee 
transfen’ing from another state agency or anotlier approved entity without a break in service shall be given credit for 
unased leave. 

3. Accrued personal leave, with the exception of personal leave used for die illness of the employee or a member of the 
employee's immediate family, shall be .scheduled and granted at such time as will assure continuity and efticiency of 
office operations. 

4. Upon termination of employment, each employee will be paid for not more than thirty (30) working days of accrued 
personal leave. Accrued peisonal leave in excess of diirty (30) days shall be counted as creditable service for die 
purposes of the retirement s>'stem. At no time will an employee be paid for accrued personal leave while .still 
employed by the Board. 

5. Official state holidays. Saturdays, and Sundays are not chargeable to personal leave when such days fall within a period 
in which personal leave may be taken. 

6. Personal leave may accumulate w'hile an employee is on authorized and approved personal, major medical, 
adminisUative, or military leave. Personal leave cannot accumulate w'hile an employee is on leave without pay. 

7. Equivalent compensation for imased accrued personal leave .shall be paid, in addition to compeasation earned, to the 
designated beneficiary or estate of a deceased employee or, in the absence of such designations, to the beneficiary of 
such employee as recorded with the Public Employee's Retirement System. 

8. When a termination date has been administratively established so as to permit an employee to take accrued personal 
leave, the pay status of the employee shall not be extended for the purpose of granting any non-work days occurring 
during tlie period of terminal leave. Such non-work days are diose w'hicli are legally or administratively declared 
holidays. 

9. Personal leave may be used to supplement major medical leave. 

10. Personal and/or major medical leave may be transferred from one state employee to another in the event of catastn>phic 
illness, according to the stipulations as defined in Code Section 25-3-95. 
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MAJOR MEDICAL LEAVE 



Major medical leave Ls granted to full-time employees after one month of continuous service at a rate of eight (8) hours per 
month (JiccTued). Major medical leave is accrued at this rate through the end of the third year of service. At the beginning of the 
fourth year of service through the end of tlie eighth year of service, major medical leave sliall be accrued at a rate of seven (7) 
hours per month. At the beginning of the ninth year of seivice through the end of the fifteenth year of service, major medical 
leave shall be accrued at a rate of six (6) hours per month. Employees who have in excess of fifteen years of service shall accrue 
major medical leave at a rate of five (5) hours per monili. Part-time employees earn major medical leave on a pro-rata basis. 

All requests for major medical leave shall be approved in writing by the Executive Director. Employees who are absent due to 
pregnancy sluill report the period of tlieir major medical leave by written request on the day that they return to work. Staff 
members who are ill shall be responsible for notifying the Executive Director (or immediate supervisor) as soon as possible of 
their iJbiess and die date they expect to return to duty. If it is impossible to estimate the date of return when reporting an absence 
covered by major medical leave, it is the staff member's responsibility to provide such estimate without delay when a forecast is 
possible. 

Major medical leave shall be credited at the end of the period in which it is earned and may not be used in advance of accrual. 

Other major medical leave policies are as follows; 

L Major medical leave may be ased for the illness or injury of an employee or a member of the employee’s immediate 

family only , after one day of personal leave or leave without pay has been used for such illness. Immediate family Ls 
defined as_a^sT)ouse. parent, sten-parent. sibling, child, step-child. t>randchild. grandparent, son- or daut;hter-in-law. 
mother- or fattier- in-law, or brothei’- or sister-in-law . Major medical leave may also be used for regularly scheduled 
doctor's visits for the continuing treatment of a chronic disease in lieu of iiersonal leave when previously approved and 
accompanied by a doctor's statement to this effect. 

2. An enqiloyee may u.se up to three (3) days of earned major medical leave in any calendar year because of the death in 
the immediate family requiring the enqiloyee’s absence from woik. No qualifying time of personal leave will be 
required to use medical leave for this purpose. The immediate family is defined as spouse, parent, step-parent, sibling, 
child, stepchild, grandchild, grandparent, son- or daughter-in-law, mother- or father-in-law, or brother- or sister-in-law. 

3. For each absence due to illness or injury in excess of thirty-two (32) working hours, approval of major mediail leave is 
contingent upon a writien doctor’.s statement. 

4. Personal leave may be used to supplement major medical leave; major medical leave may not be used to supplement 
personal leave. 

5. Major medical leave may be accumulated while on authorized personal or major medical leave; however, an employee 
may not accumulate major medical leave while on leave without pay. 

6. Official state holidays, Saturdays, and Sundays are not chargeable to major medical leave when they foil within the 
period in which major medical leave may be taken. 

7. When an illness of more than one day occurs within a period of personal leave, the period of illness may be charged to 
major medical leave and the period of personal leave reduced for such major medical leave submitted by the employee 
within two (2) days after reluming to work. 

8. Upon termination of employment, no employee shtill receive payment of any accrued major medical leave unless the 
employee presents medical evidence that his/her physical condition Is such that he/she can no longer work in any 
available capacity within the organiziition. Tn this event, only the major medical leave accrued, not to exceed 120 days, 
may be paid 
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MAJOR MEDICAL LEAVE (Continued) 



9. Unused major medical leave sliall be accounted as creditable service for the purpose of die State Employees’ 
Retirement System. 

10. Cases of chronic absence or apparent abuse of major medical leave provisions will be revieu^ed by the Executive 
Director to determine \\hat disciplinary action, if any, will be UikeiL 

1 1 . Personal and/or major medical leave my be transferred from one state employee to anodier in tlie event of catastrophic 
illness, according to the stipulations tus defined in Code Section 25-3-95. 
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MATERNITY LEAVE 



1. The first absence from dut^'^ for a \isit to a physician's office or other clinic for diagnosis of a pregnancy does require 
the use of personal leiive, but subsequent absences for treatment of this condition may be charged to major medical 
leave. 

2. The point at which maternity le<ive commences is a matter for the employee and the employee’s attending physician to 
determine. An employee should provide the Executive Director with written notification and obtain approvad prior to 
commencing maternity leave, ihe nDtificatioii should include tlie date the employee intends to leave, expected delivery 
date, and, if the employee intends to return to work, the date of expected remm. If the employee does not intend to 
return to work, the position may be filled once maternity leave commences. If the employee does intend to return tt) 
work and the expected remrn date should change, the employee should notify the Exeaitive Director as soon as 
possible. Notification of maternity leave should be given at least thirt>" (30) days prior to the date the employee expects 
the leave to begin. 
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MILITARY LEAVE 



L Military leave, not to exceed four (4) working days, may be granted to an employee for the purpose of reporting for a 

physical examination at a distant point, provided that such an examination results from an official order by military 
autliorities. A copy of the order should be submitted along witli the request tor military leave, 

2, All employees who are members of an iictive or reserve military unit of the Armed Forces of the United States or the 

State of Mississippi shall be entitled to leave provided such leave request is accompanied witli official military orders, 
Compensiition for such leave shall be consistent with the number of days an employee is to be on military duty as is 
indicated in the official military orders. Leave in excess t)f that which is supported by military orders shall not be 
compensated by the Board and shall be charged to personal leave or leave widiout pay. This section applies to both 
scheduled reserve duty and active miliuuy' service. 
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LEAVE WITHOUT FAY 



1. Leave without pay may be granted to an employee who has taken all accumulated pereonal and/or major medical leaw, 
as shown by a review of the employee’s record, where the Executive Director feels that it is in the best interesi of the 
agency. Leave without pay may also be granted to an employee who hi\s not exhausted personal or medical leave if the 
Executive Director determines that a proper work flow can be maintained during such absence, 

2. Payment for holidays occurring during the interim of leave without pay shall not be allowed, except those instances 
where the holiday occurs on the day the employee is due to report back to work. 

3. Letive without pay shall not be considered as time for purposes of leave accrual, retirement or other compensable 
consideration of employment. 
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ADMINISTRATIVE LEAVE 

1. An employee who has been summoned or subpoenaed by a court to serve as a litigant or member of a jury may be 
granted administrative leave with pay by die Executive Dii'ector. Such services or necessary appearance in court shall 
not be counted as personal leave. A copy of the summons or subpoena should be admitted along with the request for 
administrative leave. A statement frtim the clerk of court is also necessary in order to determine on which dates the 
employee's presence is required. 

2. The Governor or the Executive Director may grant administrative leave with pay to employees, without charge to any 
accumulated leave balances, in the event of extreme weather conditions or in tlie event of a man-made, teclinological or 
natural disaster, or other emergency. 

3. Employees are encouraged to participate in the election process as the opportunity arises. Employees are encouraged to 
exercise the right to vote before and after regular office hours. Employees who must travel a distance to vote will he 
granted sucli time as is necessary to arrive at their prospective places by die Executive Director. Approval for this time 
must be granted in advance of departure. 

4. At the discretion of the Executive Director, an employee may use personal leave for the purpose of serving as an 
election poll worker. 
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FAMILY AND MEDICAL LEAVE ACT OF 1993 



The Family and Medical Leave Aci of 1993 entitles employees who have been employed for 12 consecutive months with the 
State to take a total of 12 work weeks of leave during a 12‘month period The 12-month period will begin from the time the 
employee is initially placed on frmily medical leave. Ihe leave may be taken for one or more of the following reasons: 

Birth of a child, adoption or foster care of a child; 

Care for the serious health condition of a spouse, child or parent of the employee; or 

A personal serious health condition that makes tlie employee unable to perform the functions of his/her position. 

Payment for leave taken under the provisions of this Act is not guaranteed, nor are 12 work weeks of leave guaranteed each 
employee if married individuals are employed by one agency. Health insurance will be paid by the Board during tlie dme an 
employee is on leaw for one of the three conditions listed above. Other provisions of the Family and Medical Leave Act are 
available upon request 
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COMPENSATORY TIME 



1 . Compensatory leave shall be administered according to Mississippi Code Annotated Section 25-3-92 ( 1 ) ( 1 972). 

Compensatory leave shall be awarded to professional staff of the Board at an accrual rate equal to the amount of time 
w’orked. No compensatory leave will be awarded unless prior ap|>roval of the Executive Director is obtained. 
Compensatory leave will be awrarded when it is essential that a Board employee work after normal working hours such 
as: 

a. Time worked on Saturday, Sunday and state Holidays. 

b. Time worked at night meetings 

c. Other times as deemed appropriate by the Executive Director. 

Use of compensatory leave is subject to prior approval of the Executive Director. 

Compensatory leave may be used for tliose purposes for wliich personal leave may be used except tliat compensatory 
letive may not be used in lieu of personal leave or leave without pay for the first day of an illness of an employee. 

It is strongly recommended tliat compensatory leave not be taken on Friday. In no case will more than one professional 
staff be approved to take compen.sjitory leave on Friday unless deemed appropriate by the Executive Director. 

2. Ail employees covered by the Fair Labor Standards Act will be granted compensatory time off at a rate of time and 
one-half for all hours worked over 40 hours in a work- week. Employees may accrue up to 240 hours of compensatory 
time. If an employee who is covered by the Fair Labor Standards Act accrues more than 240 liours of compensatory 
time, the additional hours >^ill be paid. 



81 87 



BEST COPY AVAILABLE 



SECTION 7 



ElfFLOTEE BENEFITS 




82 



88 



STATE BOARD FOR COMMUNITY AND JUNIOR 
COLLEGES 

POLICIES AND PROCEDURES MANUAL 


Section 7: Employee Benefits 


Title: Holidays 


Initial Date of Adoption: June 18, 1992 


Reference: 


Revision Date: 


Code Number: 7,1 Page: 1 of 1 



HOLIDAYS 



The Board shall obser^'e holidays consistent with those observed by other state agencies. Additional holidays awarded by the 
Governor but left to the discretion of agency heads shall be administered by the Executiv'e Director, 
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HEALTH AND LIFE INSURANCE 



Employees covered by tlie Public Employees Retirement System may participtUe in die group medical and life insurance 
programs. Premiums for this coverage are handled through payroll deductions. Eligibility Ls available on date of emplo>'menl 
and upon completion of required forms. 
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WORKERS' COMPENSA riON 



Ail employees are covered by Workers' Compensation Insurance. An employee injured on die job is entitled to financial and 
mediciil aid under the Workers' Compensation Insurance prognim in accordance with state law. All injuries must be promptly 
reported to die Executive Director. 
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SOCIAL SECLRITV 



Employees are provided old age, survivors and dLsability insurance coverage by the federal Social Security Administration. 
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PUBLIC EMPLOYEES RETIREMENT SYSTEM 



Employees are covered by liie Mississippi Public Employees Retirement System and aie required to comply with die provisions 
of the law establishing the system. Optional benefits are available at the employee's expense. 
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CREDi r UNION 



Employees are eligible to join the Jackson USDA Credit Union which offers an opportunity to save and borrow money, as well as 
an opportunity to purchase automobile insurance. Employees may join by paying the customary entrance fee and deposit set by 
die Credit Union. Loan installments, savings paynnents and insurance payments may be handled tluough payroll deducdon. 
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UNEMPLOYMEN r COMPENSATION 



Employees may be eligible for unemployment compensation as set forth in House Bill No. 1022, Chapter 519, Regular 
Legislative Se.ssion 1971, and administered by the Missis.sippi Employment Security Commission, 
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DEFERRED COMPENSATION PLAN 



Employees are eligible to participate in the Mississippi Deferred Compensation Plan which is designed to supplement social 
security, state retirement, other retirement plans and siivings. 
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SUPPLEMENTAL INSURANCE 



Cancer, intensK'e care, accidental death and dismemberment. long-term disability and dental insurance coverage's are available at 
die employee’s expense. * 
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MPACr 



The Mississippi Prepaid Affordable College Tuition Program (MPACT) is a program through which some of the costs associated 
with higher education (tuition and mandatory fees) may be paid in advance and fixed at a guaranteed level for tlie duration of the 
undergraduate enrollment 
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CONSOLIDA I ED OMNIBUS BUDGET RECONCILIA HON ACT OF 1986 (COBRA) 



Continuation coverage of healtJi insurance is available to employees and their covered dependents at the establivShed premium rate 
under the COBRA after cenain qualifying events occur. The COBRA provisions cover only those individuals who have no other 
healtii insurance coverage and continuation coverage ceases at the expiration of tlie allowed 18 or 36 montlis, as the case may be. 
It can end eaiiier in case of any of the following: 

1. The State of Mississippi no longer provides group health coverage to any of its employees; 

2. The premium for continuation coverage is not paid on time; 

3. A qualified beneficiary becomes covered under another group health plan, unless that plan contains any 
exclusions or limitations with respect to any pre-existing conditions a qualified beneficiiuy may have: 

4. A qualified beneficiary becomes entitled tx) Medicare; 

5. Coverage i.s extended for up to 29 months due to a qualified beneficiary's disability and there has been a final 
determination that the qualified beneficiary is no longer disiibled. 

Eligibility for COBRA coverage include.s the following provisions: 

Employees who have termuiated employment with the Board for rea.son other than gross misconduct on the employee’s 
part or have a reduction in work hours are eligible to continue insurance coverage for 18 months; 

Dependents of an employee who dies may retain coverage tbr 36 montlis; 

The spouse of an employee covered by die State Mississippi Comprehensive Health Plan (CHP) has die right to choose 
continuation coverage under cenain circumstance.s; 

Spouses of employees, in the event of death or sejiaration, may retain coverage for 36 months; and 

Dependent children no longer eligible tor inclusion in family covenige may receive up to 36 months of insurance 
coverage. 
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PURCHASING PROCEDURES - GENERAL 



The State of Mississippi has adopted stringent controls on the procurement of goods and services. The Office of Purchasing and 
Travel, Department of Finance and .Administration, is responsible for supervising the procurement activities of all state agencies, 
departments, and institutions. 'I'he Office of Purchasing and Travel’s regulatory activities include the purchase of all 
commodities, equipment, furniture, personal and real property, and construction and repairs. The purchasing regulations and 
guidelines are included within the Mississippi Agency Accounting Policies and Procedures Manual, which seiv'es as a reference 
source for die Office. 

To ensure compliance with state law, the SBCJC has mandated that all purchases .shall be made through the officially designated 
department. In order to have a purchase made, the steps outlined in this manual must be followed. Any deviation from this 
policy may result in a violation of the State Purchasing Uiw. 

Request for Purchase 

WTienever an employee wishes to have an item purchased, he or she must make the request on a Purchase Requisition . A properly 
authorized Purchase Requisition shall initiate the purchase of services, commodities and equipment, (See SBCJC Form 3,12.) 
The item, quantity, requester's name and date, and the progi’am to be charged must be completed on Form 3,12. Oilier 
information such as the price and vendor are helpfiil. 

A completed requisition should be given to tlie Finance Director for a signature as to the availability of limds, 'Ihe finance 
Director will forward the Purchase Requisition to the Executive Director for his signature of approval to initiate a purcha.se order 
(if necessary). Once approved by the Executive Director, the requisition is given to the purchasing agent for the agency. 

The purchase of goods requested will be made after verifying the data and ensuring that the purchase will be in compliance with 
all state and federal guidelines. The purchasing agent will determine the pn)per purchasing mechanism to comply with 
guidelines and to ensure the most efficient means of delivery. 

Purcliase regulations are to be followed on ail merchandise purchased. This includes purdiasing from state contract, solicitation 
of competitive bids and advertising. State law requires that written quotations are to be obtained on all items to be pinchased 
between Sl,5(X) and S 10,000 unless the items are on state contract. The SBCJC requires that at lea.st two quotes be obtained on 
items less than S 1,500, as a cost savings measure, unless tlie items are sole source or on state contract. When purchases exceed 
$10,000, w'ritten bids are required w'hich must be advertised for at leitsi tw'o weelcs. Items which are on state contract are required 
to be ordered from the state vendor unless an exemption is autliorized by tlie Office of Purchasing and Travel, Department of 
finance and Administration. 

The procurement of data processing equipment, software and services, and the procurement of telecommunications equipment, 
systems and related services must follow the policies and procedures as set forth by the Central Data Processing Authority. 

A purchase order will not be processed without a properly authorized and completed purchase requisition. A purchase order will 
be prepared when necessary by the purchasing agent A copy of the purchase order will be transmitted to the requesting division 
at the time it is mailed to the vendor; a copy will also be forw^arded to the receiving clerk wdien appropriate. (Refer to Receivina 
Goods below.) 

A copy of die purclia.se order will be forwarded to the accounts payable processor to ensure that payment is properly made. 

All communications with vendors, suppliers, etc., shall be made by or through the purchasing agent. 

Sequentially numbered purchase orders are to be used and strictly accounted for by numbers. 

No splitting of purchase orders or biUings shall be made to avoid solicitation of bids or advertising for bids. 

Any employee initiating the purchase of services, commodities and equipment witliout proper authorization and approval through 
tlie purcliase requisition and purchase order process may be held Dersonallv liable, and/or terminated. 
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Receiving Goods 



Once the Purchase Order lias been processed and supplies or ser\dces ordered, a copy of the purchase order is to be delivered to 
the SBCJC secretary/receptionist who shall serv'e as the Receiving Clerk . When supplies are delivered, the receiving clerk shall 
compare items listed on the purchase order to the actual supplies delivered as to item ordered, quantity, quality and color, etc. 
Claims are to be filed promptly for goods damaged in sliipment. 

The Receiving Clerk must sign and date die Receiving Report and tiie matcliing purchase order, attach the deliver^' tickets to it, 
and submit all documentation to die SBOC purchasing agent. The purchasing agent will match all documents from die 
Receiving Clerk, as well as the invoice, with the original purchiise order iuid will then pjuss all purchasing documentation on to 
die Accounting Assistant who will act as the Accounts Payable Clerk. 

If the items delivered are not what was ordered or the gt)od.s are diimagecL the shipment should be refrised and the purchasing 
agent should be contacted. 

Goods and services will not be accepted by the Receiving Clerk widiout an authorized purchase order being on file. 

Payment 

Once vsutiplies/equipment have been received, services rendered and an invoice received, a Payment Voucher shall be processed. 
Original invoices are to be matched with purchase ordei*s and receiving reports before approval for payment is requested of the 
Executive Director. Proper invoice numbers sliould be reported on the payment voucher to ensure that duplicate payments are 
not made. Invoice computatioas and pricing are to be verified by the accounts payable clerk before approval for payment is 
requested Payment vouchers are to be processed within three (3) working days of receipt of properly matched invoice. 

Reconciliations are to be perforaned monthly. 
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PURCHASING POLICY 



The State Board for community and Junior Colleges (SBCJC) will adhere to all state purchasing laws, rules and regulations in 
accordance witli Mississippi Code Ann., Section 31-7-13, the Mississippi Agency Accounting Policies and Procedures Manual 
and the Mississippi Procurement Manual. All purchases will be made wiiliin SBCJC ’s approved operating budget using agency- 
approved purchase requisition forms. 

Purchases of more tlian $ 1 ,500 but not more than S 1 0,000 

Ihe SBCJC does hereby aulJiorize the Executive Director, or his designee, to accept the lowest and best competitive written bid 
when the purchasing process involves an expenditure of more than one thousimd five hundred dollars ($1,500.00) but not more 
than ten thousand dollars ($1,000.00). (Eftective July 1, 1998). 

Purchases of more than $10,000 

V^Tien advertising and receiving bids for the purchase of items which involve an expenditure of more than ten thousand dollars 
($10,000.00), the SBCJC does hereby authorize the Purchasing and Records Technician and other designees of the Executive 
Directors as its official agents to receive bids, to open bids, and to record and tabulate the bid quotes in an open proceeding as 
advertised by law. They shall file with the SBCJC a hill written report at the next otficiai board meeting for acceptance or 
rejection. 
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PURCHASING FOOD/MEALS FOR BUSINESS MEETINGS 



In addition to ail standard SBCJC purchasing procedures, the following procedures will be followed for all purchases of food and 

drinks for business meetings. 

1. A purchase requisition (SBCJC form #3.12) will be completed by the requester. In the event a meal is being requested, 
the requisition must clearly stale tiie reason it would be more efficient to provide die food on site rather than leave die 
premises. The Executive Director or his designee will approve the requisition if he/she detennines the activity is 
reasonably related and incident to achieve a particular goal or perform a particular function which has been imposed 
by legislative enactment(s). 

2. Once the requisition has been approved, the food and/'or drinks will be ordered. A list (SBCJC form #3.14) will be 
passed around at the meeting for all attendees to sign. This list includes the name, social .security number and business 
or agency of the attendees and the location, time and date of the meeting. This list and agenda w^ill be forwarded to the 
Purcliasing and Records Teclinician upon conclusion of the meeting, fhe SBCJC must himish to DFA the infonnation 
listed above with the purpose and agenda for the meeting when the invoice is submitted for payment. 

3. Finance personnel will be responsible for assuring that no request for reimbursement on any travel voucher for meals 
which were provided as part of a business meeting will be processed or paid. 

4. No expenditure for alcoholic beverages will be reimbursed for business meetings or pei’Sonal travel. 
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ADMINISTRATION OF STATE BONDS AND APPROPRIATIONS FOR CAPITAL IMPROVEMENTS 



The State Boiird for Community and Junior Colleges shall aJIoaite bond funds and appropriations to each community and junior 
college district for capital improvements. 

The local boards of trustees of the district shall submit one or more projects to the SBCJC for approval. The pn)jects shall be 
consistent with current capital improvements plans or justilication must be provided. I’he appropriate form shall be used and 
shall provide the following infomiation: 

Project title and identiiication 
Priority 

Estimtited budget 

Scope of work to be performed 

Justilication for project 

The SBCJC will consider the project requests. The SBCJC shall approve or disapprove all project requests and provide the 
Bureau of Buildings and Grounds (BBC) with a listing of the approved projects. 

The BBG will conduct project conferences at each district. Project scope, budget, etc., will be confirmed or adjusted. 

The SBCJC staff, in cooperation with BBG, shall prepare and submit a quarterly progress report to die SBCJC for each project by 
district. The progress report shall include, but not be limited to, the following sequence of steps as pre.scribed by the Planning 
and Construction Manual Procedures of BBG: 

Professional selection 

Professional contracts 

Project conferences 

Schematic phase by professionals 

Design phase by professionals 

Construction pha.se by profe.ssionaLs 

Bidding 

Contracts 

Coastruction progress 
Cliange orders 

Acceptance of project, convey title to district 
‘Fhe BBG sliall be owner of projects through the acceptance of the projects. 
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GUIDELINES FOR EXPENDING CAPITAL IMPROVEMENT FUNDS SENATE BILL 3135 - FY 2000 



In Section 14 of S.B. 3135, the Legislature appropriated $1,500,000 to tlie State Board for Conununity and Junior Colleges for 
the purpose of making capital improvements to the grounds and facilities of the community and junior colleges for FY 2000. 

Allocation 



The funds appropriated for capital improvements shall be allocated as follows: 

1 . one-half (1/2) divided equally among the fifteen (15) pubUc community and junior colleges, and 

2. one-half (1/2) divided upon tlie basis of the number of full-time academic, teciinical and vocational public 
CJC students tictually enrolled and in attendance on the last day of the sixth week of the fall semester or its 
equivalent of the preceding year counting only those students who reside within the State of Mississippi. 

Pumose 

The funds appropriated for capital improvements may be expended for improvements to land, buildings, and other facilities. The 
expenditure mu.st benefit a program for more than one year and the cost must be S500 or more. 

If there is a question about the purpose for expending capital improvement funds under S.B. 3135, please consult with the SBCJC 
office prior to encumbering those funds. 

Due to the fact that the SI, 500, 000 appropriated through S.B. 3135 for capital improvements may lap.se back into the Education 
Enhancement Fund if not spent at tlie end of the fiscal year, this office strongly encourages the use of these funds as early in F Y* 
2000 tis reasonably possible. 

These non-recurring funds from H.B. 400 to reimburse community colleges for capital improvements will be available througli 
the state treasury from October 1, 1999. to June 30, 2(KX). If you foresee needing these funds prior to October 1, 1999, then you 
may submit, in writing, the amount and de.scription of your need to Deborah Gilbert by June 16, 1999, and we will request that 
DFA make some funds available on July 1 , 1999. 

Accountability 

For reimbursement at project completion, the college must .submit to the State Board the following information: 

1. a copy of the lociil board’s authorization for the capital expenditure that is spread on the official minute.s, 

2. a copy of the invoice relating to # (1) above, and 

3. a copy of the check/warrant to various vendors relating to the capital expenditure in # ( 1) above. 

All stale statutes in regard to purchasing must be strictly followed. 

One-half (1/2) of a district’s contractual commitment or encumbered commitment for allowable capital e^qpenditures will be 
reimbursed after October 1, 1999, upon request, and the remaining portion will be disbursed based upon tlie criteria set forth in 
items ( 1), (2) and (3) above on a reimbursement basis. 

The deadline for submission of ftie copy of minutes, tlie invoices, and checks for final reimbursement of capital improvements is 
June 30, 2000. 
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FIVErVE AR CAPITAL IMPROVEMENl S PLAN 



In accordance with Mississippi Code, Section 31-11-27, each year community and junior college will submit a five-year capital 
improvements plan to the SBCJC for approval. The plan shall consist of immediate and long-range ctipital improvement needs, 
The capital improvement needs will be defined as a collection of individual projects. The projects will be divided into two types. 
Repair and Renovations (RR) or Capital Improvement (Cl). The classification of a project will be based on a predetermined 
estimated budget range. Each project will include the following inform^uion. 

Project title and identification 
Priority 

Estimated budged 

Scope of work to be perfomied 

Justification for project 

After the projects have been approved, the SBCJC statf will compile the projects and submit them to the Department of Finance 
and Administration, Bureau of Buildings and Grounds. 
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ADMINISTRATION OF STATE EDUCATION TECHNOLOGY FUNDS 



llie SBCJC shall allocate bond funds and appropriatioas to each conununit>^ and junior college district for education technology. 
Guidelines for disbursement of tlie funds are revised annually. 
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APPROPRIATE S.B. 2945 BOND EXPENDITURES 



In trying to develop a requested list of appropriate items to be expended from S.B. 2945, we have quoted tlie following sentences 
from Sections 1 and 2 of the bill that emphasize the intended use of tliese bond funds. Section 1 states dtat P^^n shall focus 
on die technology requirements of classroom instruction, literacy laboratories, student record management, financial and 
administrative management, distance learning and coinmunicatioas as tliey relate to the state’s performance goals for students,” 
Section 2 states tliat “(t)he network shall be capable of providing two-way voice, video and data communications in order to 
effect an integrated telecommunicatioas interconnect among the community coIlege.s, libraries, government agencies, business 
partners and other educational institutions. It sliall also be capable of providing instructional programming, broadcast 
programming, staff development prognimming, and administrative voice, video and data exchange.” 

After reviewing S.B. 2945, the memorandum dated January 16, 1996, from the Coiuicil for Education Technology, and the letter 
from David Litchliter of ffS dated January 9, 1996, we have composed the lists that follow. These lists are not inclusive and are 
intended to provide guidance in developing plans and purchasing commitments. 

Items or Services that may be purchased form S.B. 2945 Bond Funds 

Contractual obligations as a result of Campus Certified Network Engineering Surveys & Design and/or IT Planning (snjbject to 
ITS Approval) 

Supplies, Equipment and Contractual Labor relating to inside and outside fiber optics backbone and copjier wiring. 

LAN routers. Hubs, CSU/DSUs, File Servers, Operation System Software, Web/E-Mail Servers hardware and software, etc, 

relating to campus local area and wide area networking electronics 

Purchases or upgrades of personal computers for administrative and laboratory use 

CD-ROM Server/Tower 

Upgrade of administrative computing systems 

Upgrade of voica-^data communications systenvs (PBX, ESSX) to ,suppoit faculty, staff, and student needs (includes modems) 
Electronic Classrooms, Video upgrades. Video switching equipment for college branches. 

Voice, Video, Data Networking Hardware/Software 

Contractual labor, materials, and equipment relating to required building renovatioas to accommodate technology expansion (not 
subject to ITS approval) 

Charges from ITS to process CP-1 ’s, etc., relating to S.B. 2945. - 

Items that shall not be purchased with S.B. 2945 Bond Finds: 

Computer desks 

Tables 

Chairs 

Access to the Internet (recurring technology appropriation) 

Other non-technology related equipment, supplies or services 

Please refer to tli e Procedures for the Disbursement/Reimbursement of tlie Community/Junior College Telecommunications. 
Network Bonds that were approved by the SBCJC on January 18, 1996, for fomis, necessary documentation, and certification 
needed prior to disbursement of the bond proceeds. 

We encourage all jxitticipating entities to sj^nd the bond proceeds on big-ticket items so that much of the necessary paperwork 
will be alleviated. 
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PROCEDURES FOR THE DISBURSEMENT/REIMBURSEMENT OF THE COMMUNITY/JTJNIOR COIXEGE 
TELECOMMUNECAl'IONS NETAVORK BONDS SENA'J E BILL NUMBER 2945 - Regular Session 1995 



In the 1995 Regular Session, the Legislature approved S.B. 2945 which created a special fund in the State Treasury to be 
designated tlie “State Board for Community and Junior Colleges Statewide Telecomniunicat ions Network F\md.” Proceeds of 
the Comniunity/Junior College Telecommunications Network Bonds which may be issued from time to time sliall be placed in 
this fund. The total amount authorized in this legislation for the community colleges, the Mississippi Library Commission and 
the State Board for Community and Junior Colleges is $29,950,000. 

Community and Junior colleges, Mississippi Library Commission, and State Board for Community and Junior Colleges are 
required to submit a plan for the use of S.B. 2945 bond funds to Information Technology Sei*vices (ITS). 

Community/Junior Colleges Telecommunications Network Bond money shall be expended in accordance with the approved 
telecommunications network plan and all other specific requirements identified in S.B. 2945, particularly stated in sections 1 and 



The State Board for Community and Junior Colleges is autliorized in S.B. 2945 to allocate the flmds provided from the proceeds 
of the Community/Junior College Telecommunications Network Bonds. The allocation was approved at the Board’s November 
17, 1995 regular meeting. (See Attachment A.) 



For reimbursement from time to time on any particular project, the participating entities must submit to the State Board the 
following information: 

1. A completed SBC JC Reimbursement Form: (See Attachment B.) 

2. a.) A conv of an annroved Form CP-1 and/or written authorization from ITS to make 

purchases when using the Express Products Lists fEPLs^ - (if goods or services are 
under the jurisdiction of ITS): Because S.B. 2945 requires that “all contracts, requests 
for proposals and bid awards shall be subject to the approval of the Central Data 
Processing Authority,” all requests for S.B. 2945 funds must contain an ITS approved 
Form CP-1 with “S.B. 2945" listed as the “fund number” in the lower right block of die 
fomi for the equipment or contractual service requested or written authorization from ITS 
when Express Product Lists (EPLs) are utilized. 



b.) If goods or services are Jifit under the jurisdiction of ITS, 
provide written evidence of compliance witli state 
purchasing nrocedures and laws. For example, a copy of 
the two written quotes, a copy of the Board minutes 
accepting a bid, or a copy of the service contract(s). 



3. A conv of all invoices that support ail approved nurchiLses and .services. 

Invoices for teclmologicai products or services dated prior to the 
adoption of the resolution of the Bond Commission will not be 
honored. 



All state and federal statutes in regard to ( 1) purchasing, and (2) use of the bond funds must be strictly followed. 

Once the bond proceeds are available, they will be disbursed based upon the criteria set fortli in items 1), 2) and 3) above on a 
reimbursement basis. A minimal amount of an entity’s allocation may be withheld to cover ordinary bond expenses. 

Please submit no more than one disbursement request per month per district. 

The State Board reserves the right to review each request for reimbursement and approve or reject any portion or ail of the 
request and to request additional infonnation. Each request must be submitted on the SBCJC Reimbursement Form with 
supporting detail attached. 
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GUIDELINES FOR DISBURSEMENT OF EDUCATION TECHNOLOGY FUNDS - FY 2000 

In Sections 1 1 & 1 2 of S.B. 31 35, the Legislature appropriated out of the state general fund a total of $3,599,160, and out of the 
education enhancement fund a total of $1,500,000 to the SBCJC for the “purpose of defraying the cost of the Education 
Technology Program at die public community and junior colleges'' for FY 2000. I'he Education Tecimology Program consists of 
recurring technology costs identified in the Evans Technology Study for Community Colleges and the State Board for 
Community and Junior Colleges, together with funding for technology positions. The combination of recurring technology and 
technology positions was done to provide more flexibility to our districts in die education technology area. 

ITie following guidelines are based upon the premise that a single system of voice, video and data for Mississippi public 
community and junior colleges will be established to lake advantage of significant savings: 

1. Available funds appropriated in Sections 1 1 & 12 of S.B. 3135 will be used to pay line costs for a two T1 line network 
for the community and junior college system. One 'I'l will be devoted to frame relay connectivity for data transmission 
and the second Tl for video distance learning transport .service. 

2. Data and video network line charges will be distributed based on estimates by BellSouth on April 26, 1999, for 15 sites 
for the fiscal year. Line costs may vary by district. 

3. Of the $3,599,160 appropriated in Section 1 1 of S.B. 3135, die sum of $1,500,000 will be divided evenly ($100,000) 
among the 15 districts for technology po.sitions ($50,000 X 2 positions per district.) 

4. I’he balance of funds available after line charges, technical positions, and after die State Board for Community and 



Junior Colleges receives its share of S.B. 3135 recurring co.sLs will be distributed to the 15 community and junior 
college districts based upon the following formula: 



a) 

b) 



one-half evenly among districts, and 

the remaining one-half based upon academic, vocational and teclmical full-time Mississippi 
resident headcount enrollment for Fall of 1998 and part-time academic FTE for FY99. 



‘Odier Recurring Costs” may include the following: 



b) 

c) 

d) 

e) 



a) 



Maintenance on computer hardware and/or software (including parts to maintain existing computer 
equipment diat is purchased under die account number 705 - Repairs and Maintenance), 

Technology training needs for faculty and staff (including travel related to technology training). 
One-time non-recurring line installation co.sLs, 

Odier line charges related to voice, video and data, and 
Equipment upgrades . 



6. The SBCJC will disburse education technology funds on a schedule of 1/2 in July 1999 and 1/2 in January 2000. 



7. If there is a question about the purpose for expending Education Tecimology funds under S.B. 3135, please consult 

with die SBCJC office prior to encumbering those funds. 



8. F'unds appropriated for recurring technology needs must be spent in accordance with Sections 11 & 12 of S.B. 3135 and 

the above guidelines. 
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ADMINISTRA riON OF ASSOCIATE DEGREE NURSING (and) SUPPORT 



The SBCJC shall allocate appropriations to each community and junior college district for support of Associate Degree Nursing 
Programs. Guidelines for disbursement of the funds are revised annually. 
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GUIDELINES FOR ADMINISTRATION OF ASSOCIATE DEGREE NURSING (ADN) SUPPORT - FY 2000 

1 . Support will be provided for direct costs of public community/junior college programs of associate degree nursing 
which meet the requirements of the Missisvsippi Board of Trustees of Institutions of Higher Learning. Each community 
and junior college district shall be considered one program. 

2. Strive to maintain the optimum faculty-to-clinical student ratio of (1 : 10). 

3. Encourage appropriate pay for qualified faculty who are actively teacliing. 

4. Allocate support based on: 

a) Minimum positions required for Board of Trustees of Institutions of Higher Learning 
approval for progranis of 5 positions; or 

b) After a new ADN program is approved by the State Board for Community and Junior Colleges, it may be 
ftmded within that fiscal year with appropriated funds remaining for associate degree nursing at die time of 
program approval on the basis of the minimum positions required by the BTIHL (5 ) multiplied by the 
optimum faculty to clinical student ratio of 1 : iO for a maximum number of fifty (50^ This basis for 
allocating ADN support applies only to a newly approved ADN program, it does not apply to expansions of 
existing approved programs; or 

c) Enrolhnent of prior fall (1998) counting only students eurolled in the nursing science 
program (excludes pre -nursing, university-transfer nursing). The source of ADN 
enrollment figures is the Board of Trustees of Institutions of Higher Learning and/or the 
Slate Board for Community and Junior Colleges Fall Enrollment Audit Reports. 

NOTE: Out-of-state as well as Mississippi residents are considered in the enrollment count for Associate Degree 
Nursing support. 

5. Require reports as basis for allocation and future support requests: coordinate reporting with Board of Trustees of 
Institutions of Higher Learning. 

5. Disburse support funds on schedule of July, 1/4; October, 1/4; January, 1/4 and; April, 1/4. 
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ADEQUATE INSURANCE 



All community and junior colleges shall certify to the State Board for Community and Junior Colleges that adequate insurance is 
provided for ail buildings constructed, repaired, or renovated, in whole or in part, witli slate appropriations or stale bond funds. 
Adequate insurance is defined as current replacement of cost coverage. The State Board for 0)mmunity and Junior Colleges 
strongly encourages the boards of trustees of the various community and junior colleges to provide adequate iasurance for all 
buildings owned by the colleges. 
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TRAVEL POLICIES 



In-Sfate Travel 



1. Mileage shall be charged from tiie employee’s official duty station to die points of destination, 'fhis policy also applies 
on the return trip. 

2. Meals and lodging shall be allowable according to Section 25-3-41 of (he Mississippi State Code. Employees shall 
refer to the Suite Travel Infonnation Handbook published by the Department of Finance and Administration for further 
restrictions and/or policies. 

3. Reimbursement of meal expenses for travel which does not include an overnight stay, is considered to be nondeductible 
compensation and is subject to state and federal taxation. Subsequent IRS rulings make such reimbursement of taxable 
meal expenses subject to FICA, FUTA, and PERS withholding and are subject to appliaible employer match piiymenLs. 



Out-of"State Travel 



An employee who plans to travel on official out-of-.state bu.siness .shall submit a written request on the appropriate form to the 
Executive Director for approval. An itinerary shall be atuiched to such request. 



Travel in Pr ivatelv-Owned Vehicles 

1. An employee required to travel in connection witii die peitbmiance of official duties shall be reimbursed when the 
employee must iLse his/her personally owned automobile for such travel. When two or more employees n^vel in one 
automobile, only one employee will be reimbursed for mileage. Other employees who are passengers in the same car 
may be reimbursed for meals and lodging as allowed (an appropriate notation should be made on die report of the travel 
expeases). Any employee using his/her personal vehicle is required to have liability insurance. 

2. If an employee chooses to travel via jiersonal automobile for a distance which would justify commercial airline travel, 
reimbursement shall not exceed the coach fare charged by airline company. 

3. Parking and toll fees are allowable expenses associated with official travel. Available receipts should accompany 
travel expense reports. 

4. Travel in state-owned vehicles takes precedence over the use of private vehicles. 



Travel bv Public Carrier 

1. When official travel is performed by means of public carrier or oilier means not involving a privately-owned motor 
vehicle, an employee shall receive reimbursement of the actual fare costs and other nece.ssary itemized expenses 
incun*ed in coimection with such travel. In all cases, state law sliall be followed 

2. Out-of-state travel commercial airlines shall be at couch rate unless such space is unav'ailable. If coach space is not 
available, the employee should make appropriate notation on the travel expense report widi attached recetots. 
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TRAM2L POLICIES (Continued) 



Meals> Lodging, and Other Necessan^ Expenses 



1 . 



3. 



4. 



5. 



An employee shall be reimbursed for the cost of meals, lodging, and other necessary expenses incurred in the coimse of 
official travel subject to the approval of the Executive Director. The combined total for meals .shall be reimbursed as 
follows: 



Ail Areas Except High Cost Areas S30.00/ day 

♦Higli Cost Areas S35.00/ day - $40.00/day 

* In-state and out-of-state high cost areas are those cities designated in the Federal Register as having a 
prescribed maximum per diem daily rate of SlOO or higher. The Department of Finance and Administration 
Bureau of Financial Control (BFC) will reimburse tictual meal cost in tho.se cities on a sliding scale not to 
exceed the following rates 

Federal Register State 

Ma. Per Diem rate Reimbursement 

$ 0- S 99 S30.00 

$ 100-SI 24 S35.00 

$125 & above S40.00 

Reimbursement for lodging shall be made when overnight travel is required. In no case .shall an employee be 
reimbursed for lodging at his/her residence. Reimbursement for lodging expenses shall be made for the amount actually 
paid when supported by a receipt. When an employee has a choice, professional and mature judgment should be 
exercised in the selection of lodging to ensure that the cost for lodging is within reason. Only single room rates are 
allowable. Government rates should be requested for both in-state and out-of-state lodging. Employees are encouraged 
to make hotel ammgements with those hotels and motels with which the State Flsail Management B«»rd has made 
official Stale Travel Agreemaiis. All expenses for lodging shall be billed to the employee, not the agency and marked 
paid when submitted with the trave I expense report 



I'axicab charges shall be allowed from the point of approved origin to the air terminal or from the air terminal to the 
official destination. The State Auditor’s Office requires that all tiixicab charges must be accompanied by a receipt if 
over $10.00. Charges shall be allowed from the air terminal at destination to the hotel, place of bu.siness, or between 
points of official duty and return. 

Charges for rental cars .shall be allowed only when there is a demonstrated cost savings or when another means of 
public transportation is not available nor feasible. When anticipated, car rental should receive prior approval by the 
Executive Director. 



Necessary travel expenses do not include personal expense items such as entertainment and trip insurance. Reasonable 
expenses incurred for tips to porters, baggage persons, maids, waiters, etc., are allowable and should be itemized when 
reported. Charges for registration fees are allowable as other autiiorized expeases if accompanied by a receipt. Meals 
.shall not be claimed as a .separate item of expense on the travel voucher when included in the registration fee. 
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Travel Voucher 



Employees who travel as a part of their job duties shall submit a report of travel expenses upon return to the official duty station. 
Such travel vouchers shall include the appropriate receipts and otlier amounts as necessary on the form provided by the Board 
office. 



TRAVEL IN STATE-OWNED VEHICLES 

The following procedures shall apply when lusing state-owned vehicle: 

1 . Use shall be for official business purposes only. 

2. An employee mu.st receive approval from the Executive Director before travel commences. 

3. Employees who use the state-owned vehicle mast present proper documentation of travel expenses and ase when 
submitting travel expease report. 

4. Reimbuisement will be for actual expenses only. 

5. Use of state-owned vehicles shall be limited to Board srafl and/or otlier approved state agencies. 
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FOUNDATION POLICY STATEMENT 



Becaase of the imponance of the contributions of foundations to Mississippi’s community and junior colleges and in an effort to 
maintain good will and public confidence, the State Board for Community and Junior Colleges hereby adopts die following 
position statement: 

It is the respoasibility of each duly authorized community or junior college board of trustees to assure that 
any foundations associated witli tliat college and /or any foundation which exists as a result of tlie combined 
efforts of individual colleges with which that board or its staff* hius an association comply with all applicable 
state and federal regulations and statutes; tliat such foundations are audited on an annual basis by an 
independent auditor or audit firm which employs General Accepted Auditing Standards (GAAS); that the 
results of such audits be presented to each applicable board as a piul of an official meeting; and forthemore 
tliat each duly authorized board take any necessary steps required to assure die operation of such 
foundation(s) in a manner that best serves contributors tind the general public. Ihe SBCJC accepts 
responsibility for this position statement with respect to any foundations established by die SBCJC, 




109 



119 



STATE BOARD FOR COMMUNITY AND JUNIOR 
COLLEGES 

POLICIES AND PROCEDURES MANUAL 


Section 8: Business Management 


ritle: Travel Policies 


Initial Date of Adoption: June iS, iyv2 


Reference: 


Revision Date: November 19. 1999 


Code Number: 8.10 Page: 1 of 3 



TRAVEL POLICIES 



fn-State Travel 

1 . Mileage shall be charged from die employee's official duty station to the points of destinarion. This policy also applies 

on the return trip. 

^ Meals and lodging shall be allowable according to Section 25-3-41 of the Mis^ssippi State Code. Employees^ iMl 

refer to the sSe Travel Informarion Handbook pubUshed by the Department of Finance and Administration for fiirther 

restrictions and/'or policies. 

^ Reimbursement of meal expenses for travel which does not include an overnight stay, is considered to be nondeductible 

-nmnensation and is subiect to state and federal taxation. Subsequent IRS rulings make such reimbursement of taxable 
meaUxpenses subject to FlCA. FUTA, and PERS withholding and are subject to applicable employer match payments. 



Oiit-of-State Travel 



An employee who plans to travel on official out-of-.state bu.siness shall submit a w-ritten request on the appropriate form to the 
Executive Director for approval. An itinerary shall be attached to such request. 



Travel in Privatelv-Ovvn ed Vehicles 

1 An employee required to travel in connectioii widi tlie performance of official duties shall be reimbursed when fee 

tLloL musJT his/her personally owned automobile for such travel. When two or more employees ^vel m one 
alZmoMe only one emplt^^yee will be reimbursed for mileage. Other employees who are passengers m fee same c^ 
may be refeiburLd for niLfe and lodging as allowed (an appropriate notation should be made on die report ot the travel 
expenses). Any employee using his, her personal vehicle is required to have liability insurance. 



If an employee cliooses to travel via pereonal automobile for a distance which would justify commercial airline travel 
reimbursement shall not exceed the coach fare charged by airline company. 



Parking and toll fees are allowable expenses associated wife official travel Available receipts should accompany 
travel expense reports. 



Travel in state-owned vehicles takes precedence over the use of private vehicles. 



Travel bv Public Carrto 



2 . 



When official travel is performed by means of public carrier or ofeer means not involving a P^vJ^fy^d n^^ 
vehicle, an employee shall receive reimbutsement of fee actual fee costs and other necessary itemized expenses 
incun-ed in connection with such travel. In all cases, state law diall be followed 

Out-of-state travel commercial airiines shall be at coach rate unless such space is uim^ailable. If coach space is not 
available, die employee should make appropriate notation on the travel expense report widi attached recepts. 
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TRAVEL POLICIES (Continued) 



Meals, Lodging, and Other NecessaiT Expenses 

1. An employee sliall be reimbursed for the cost of meals, lodging, and other necessai7 expeases incurred in the course of 

official travel subject to the approval of the Executive Director, The combined total for meals shall be reimbursed as 
follows: 



n 



3. 



5. 



All Areas Except High Cost Areas S30.00/ day 

♦High Cost Areas S35.00/ day • $40,00/day 



♦In-sUite and out-of-state high cost areas are those cities designated in the Federal Register as having a 
prescribed maximum per diem daily rate of SI 00 or higher. The Department of Finance and Administration 
Bureau of Financial Control (BFC) will reimburse actual meal cost in those cities on a sliding scale not to 



exceed the following rates 
Federal Register 
Ma. Per Diem rate 
$ 0- $ 99 
S100-$124 
S125 & above 



Slite 

Reimbursement 

530.00 
S3 5, 00 

540.00 



Reimbursement for lodging slitill be made when overnight travel is required- In no case shall an employee be 
reimbursed for lodging at his/her residence. Reimbursement for lodging expenses shall be made for the amount actually 
paid w'hen supported by a receipt When an employee has a choice, professional and maUire judgment should be 
exercised in the selection of lodging to ensure thiit the cost for lodging is within reason. Only single room rates are 
allowable. Government rates should be requested for both in-state and out-of-state lodging. Employees are encouraged 
to make hotel arrangements with those hotels and motels with which the State FLsad Management Bottrd has made 
official State Travel Agreements. All expenses for lodging shall be billed to the employee, not the agency and marked 
paid when submitted with the travel expense report 

Faxicab charges shall be allowed from the point of approved origin to the air terminal or from the air terminal to tlie 
official destination. The State Auditor’s Office requires that all taxicab charges must be accompanied by a receipt if 
over $10.00. Charges shall be allow'ed from the air terminal at destination to the hotel, place of bu.siness. or between 
points of ofGcial duty and return. 



Charges for rental cars shall be allow'ed only wfren there is a demonstrated cost savings or when another means of 
public transportation is not available nor feasible. When anticipated, car rental sliould receive prior approval by tiie 
Executive Director. 

Necessary travel expenses do not include personal expense items such as entertainment and trip insurance. Reasonable 
expenses incurred for tips to porters, baggage persons, maids, waiters, etc,, are allowJible and should be itemized when 
reported. Charges for registration fees are allowable as other autiiorized expeases if accompanied by a receipt. Meals 
.shall not be claimed as a .separate item of expense on the travel voucher when included in the registration fee. 
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Travel Voucher 



Employees who travel as a part of their job duties shall submit a report of travel expenses upon return to the official duty' station. 
Such travel vouchers shall include the appropriate receipts and otlier amounts as necessary on the form provided by the Board 
office. 



TRAVEL IN STATE-OWNED VEHICLES 

The following procedures shall apply when \ising state-owned vehicle: 

1 . Use shall be for official business purposes only. 

2. An employee must receive approval Ixom the Executive Director before travel commences. 

3. Employees who use the state-owned vehicle must present proper documentation of travel expenses and use when 
submitung travel expense report. 

4. Reimbursement will be for actual expenses only. 

5. Use of state-owned vehicles shall be limited to Board staff and/or odier approved state agencies. 
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FIVE-YEAR STRATEGIC PLAN 



In accordance with Mississippi Code, Section 27-103-155, the State Board for Community and Junior Colleges and Mississippi’s 
public community and junior colleges shall develop a five-year strategic plan each year for submission to tlie Joint Legislative 
Budget Office and the Depiirtment of Finance and Administration. Staff will prepare a five-year agency plan for the SBCJC to 
include but not limited to the following program areas: administration, work force education, proprietiiry^ school and college 
registration, and special development. A composite five-year plan for the fifteen community and junior colleges will be 
developed by community and junior college staff and SBCJC staff. The composite five-year plan will include but will not be 
limited to the following components: academic instruction, vocational- technical instruction, other instruction, instructional 
support, student services, institutional support, physical plant operation, student financial aid, and program enhancements. 

The SBCJC Chairperson will appoint a special coramiuee to work with the SBCJC staff to review^ the historical mission and 
name objectives for the agencies strategic plans. 
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STANDARDS FOR QUALITY AND ACCOUNTABILITY 

1. It is the policy of the State Board for Community and Junior Colleges (SBCJC) to accept the Commission on Colleges 
of the Soutliem Association of Colleges and Schools' (SACS) Criteria for Accreditation as the basic standai'ds for 
quality and accountability for the state's public community and junior colleges, 

2. "Hie SBCJC also accepts the Criteria for Accreditation of SACS as die standards for ass-uring financial adequac>' for all 
state community and junior colleges. 

3. Although direct governance of the state’s communit>' and junior colleges is die responsibility of the local boards of 
trustees, the SBC:JC, through the authority established in Section 37*4*3 of the Mississippi Code, may request any such 
reports as the Board deems necessary to provide such informiuion lus needed to verify the fiscal condition of any of die 
state’s community and junior colleges. 

4. Huisuant to Section 37-4-3, 6(1), the SBCJC will fix standards for community and junior colleges to qualify for state 
appropriations. (See attachment for current guidelines.) 
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STANDARDS FOR QUALITV AND ACCOUNTABILIl V 



At its October 19, 1995. regular board meeting, the State Board for Community and Junior Colleges officially adopted the 
Commission on Colleges of the Southern As-sociation of College.s and Schools' Criteria for Accreditation as tlie basic standards 
for quality and accountability for the state's public conununity and junior colleges. 

The State Board for Community and Junior Colleges further accepted the Criteria for Accreditation of the Commission on 
Colleges of the Southern Association of Colleges and Schools (SACS) as the standards for assuring financial adequacy for all 
state community and junior colleges. In addition, the State Board for Community and Junior Colleges recognizes that all of foe 
state's community and junior colleges must abide by all appertaining state and federal legulations regarding the receipt, 
manacement, and expenditure of funds. Direct governance of the state's community and junior colleges with regard to fiscal and 
other areas of function is the responsibility of the local boards of trustees. However, through the authority e.stablished m Section 
37^-3 of foe Mississippi Code, the State Board for Community and Junior Colleges may reque,st any such reports as the Board 
deems advi.sable to provide such information as needed to verify foe fiscal condition of any of the state's community and junior 
colleges. 

In addition, the State Board for Community and Junior Colleges, at its October 19, 1995, regular board meeting, officially 
adopted the following operationai guidelines for distance learning. 

1. Faculty teaching via distance learning (cable, CCN, ITFS, PBS, SJitellite, etc.) will be compensated wthin the existing 
compensation policies of the in.slitution. Ufoere travel is involved, the exLsiing travel policies of foe institution will be 
applied. 

2. Receive Sites mast be supervised by monitors. Monitors must be staff-level personnel. Credentials do not need to be 
iastnictor-level for puqioses of monitoring classes. Compensation for the monitors should be compatible with foe 
institudon's compensation policies for staff-level petsoiuiel. (Student workers are not staff-level petsoiuiel.) 

3. The Receive Sites will pay a per-smdent fee to the originating site. 'Ibis amount will be determined by the source of 
the programming in the case of satellite or PBS telecourses. 

4. Students enrolled in courses where iastruction is delivered via distance learning technologies wiU be counted for audit. 
punx)ses, the same as that for students enrolled via traditional delivery methods, with the following stipulatioa State 
appropriations will be awarded only for Internet (on-line) courses that are offered through the Mississippi Virtue 
Community C^^Uege using die common soltware plattbmi. Inteniet courses may be defmed as diose that are not 
classroom based, content is delivered on-line, do not require regular campus attendance, can be accomplished from a 
remote she, and are distinguished from hybrid courses, wiiich are merely Internet enhanced. Colleges will be 
compensated according to their roles as host and/or provider institutions for students and courses. 

5. To evaluate prc^erly tlie institutioris distance learning activities, a separate and distuict budget should be maintained. 
Casts related to distance learning can then be evaluated in terms of institudonal mission and goals. Further, 
accountability can be established more easily when one office has budget res*tion.sibility. 

6. Grades will be assigned by die Originating Site uistnjctor of record who is also considered an adjunct instructor at the 
Receive Site. The originating institution wiU provide the Receive Site with a copy of the faculty member’s credentials, 
verified by the Originating Site uistitution and so stated in the file at the Receive Site. 

7 Instilutioas should make appropriate plans to budget sufficient amounts to cover maintenance and operational costs. 

User fees for community service activities should be set at a level to cover the costs associated with commuiuty service 
programs. Also, if state and/or federal funds are not appropriated for distance-learning activities, an institutional 
assessment may be required to cover state-wide system costs. 
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(continued) 

8. Priority for scheduling on CCN is as follows; 

a. Rural Health (First priority based on requirements of the fimding source) 

b. Community College Credit Instruction 

c. Workforce Act activities and other non-credit business and industry training 

d. Other twining activities and institutional needs 

e. State agencies 

CCN must be used solely for educational/training purposes to maintain the S7 per mile educational tanlY. Within that 
constraint, time ti'aroes should be established by priority ^^oups. If tlie priority gioup does not utilize die time 
completely, the schedule sliould be opened to the next priority group. Displacing must be avoided except under 
unavoidable circumstances. 

9. Instructors of record will be responsible for evaluating students in the same way that instructors are responsible for 
evaluatimt on-campus students receiving instruction by traditional delivery meUiods. Institutional polices at the 
Originating Site institution will govern grading. All details will be approved by and course materials sent to the 
instructional deans of the institutions, fhe instructors ot record will provide otficial grades for the students to Receive 
Site registrars. Receive Site registrars will provide the instmctors of record a copy of the class rolls for die courses. 

10. Notification to all instructional deans will be given by the Originating Site as soon as it is determined that a course will 
be offered, 

11. Institutions offering courses for credit through distance learning activities and programs must meet ail SACS criteria 
related to faculty. Whether through direct contact or other appropriate means, institutions offering distance learning 
programs must provide students with structured access to and interaction with foil-time faculty members. 

FinaUy, the State Board for Community and Junior Colleges adopted the following operational guidelines as additional 
quantitative requirements: 

1. A semester credit hour is defined as a minimum student-teiicher contact of 750 minutes for lecture and 1500 minutes 
for laboratory. (This does not include time for passing between classes, registration, nor fmal exjuninations.) 

2. The minimum load for a foU-tinie student is 12 semester credit hours per semester. 

3. The nomial load for a full-time vocational student shall be 25 clock hours per week. (Some specific programs may 
require more hours as approved by the State Board for Community and Junior Colleges.) 

4. The standard teaching load in .semester credit hours is recognized to be 16. The maximum tejrching load Ls generally 
recognized to be 18 semester credit hours. The teaching schedule of each instructor should ordinarily be iiminged so 
that a typicid teaching load per week may vary from 450 to 600 student clock hours, depending on the type of class. A 
minimum of two hours of laboratory work shall be counted as one semester credit hour. 

5. The Board recognizes only those academic courses included in the Uniform Course Numbering System for allocation 
of state finds. 

Some appropriate guidelines, ie. ALA-ACRL STANDARDS FOR COMMUNITY AND JUNIOR COCLfcQ]b§, 
should be used as a reference point with regard to measuring the various a.spects of the library/leaming resource center 

acti\aiies. 
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(continued) 

6. Pursuant to Section 37-4- i, Mississippi Code of 1972, Annotated, the Legislature has determined that the social. 

cultural and economic well being of the (leople of Mississippi, and hence the state, are enhanced by various educational 
experiences beyond the elementary and secondary school years. The Legislature thereby provided a means for the 
continuation of a system of community and junior colleges by the creation of the Suite Board for CommuniU' and 
Junior Colleges; and one of its powers and duties, Section 37-4-3, (6)(1), is to fix standards for community and junior 
colleges to qualify for appropriations. Therefore, for the purpose of allocating state funds based on enrollment. 

Academic and Technical students must meet one of the following criteria: 

a. llie completion of not less tlian the minimum acceptable high school units as prescribed by law% 

b. A General Educational Development (GED) certillcate, 

c. A high school diploma, or 

d. An official transcript from an acaedited college or university: and 
Vocational students must meet one of tlie following CTiteria: 

a. The conviction of not less than the minimum iicceptable high school units as prescribed by law, 

b. A Genei'al Educational Development (GED) certificate, 

c. A high school diploma, 

d. An official transcript from im accredited college or university, or 

e. Ihe completion of a federally approved ability^to-benefit test. 

The above requirements for allocating state appropriatioas am not to be misconstrued as student admission requirements. S^tion 
37*29-1 refers to tlie fypes of instruction community and junior colleges can offer and to whom. General admission }X)licies, 
according to SACS Criteria for Accmditation, 4.2.1, must be establi.shed by the governing board on recommendation of the 
administration. Implementation of specific admission policies, however, is the responsibility of the administration and faculty of 
each institution. 
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ENROLLMENT AUDITS 

1. In addition to materials already required, the colleges will be required to piwide a list of all instmctional faculty with the 
courses . (ACC 1 133 -Accounting I), taught by each, riiis information will be used by tlie auditors to compare the number of 
faculty with the attendance records. Courses will be compared witii the Uniform Course Numbering System. 

2. Athletics audiLs will be conducted at tlie time of each emolbnent audit. 

Admissions Test 

3. A 10% s<tmple of student admission requirements will be checked on freshman students. 

Attendance Test 

4. A 20% sample of student attendance records for all courses will be tested for attendance compliance. 

5. The .Siimple process noted in must ensure that the sample Ls proportionally represenuitive of aciidemic, technical and 
vocational faculty attendance records. The academic sample should include at least one set of records from each of the 
following areius: Math, Science. History, English and at least one other academic area. The auditors may choose any 
combination of additional academics. 

6. A comparison will be made of withdraw'als and out-of-state students to college printouts to as.sure that all have been 
removed 

7. If attendance is not taken and recorded at the last cla.ss meeting of the sixth week or its equivalent or other attendance 
discrepancies are noted (example: no attendance records from a faculty member), tlie auditor may request an explanation 
from the faculty member and/or the administrator [Policy September 2, 1976]. 

8. If audit exceptions exceed 2% of the total reported credit enrollment tlie audit w ill be increased to 100% at the expense of 
the college at the rate of current per diem salary rate of the SBCJC personnel doing the audit plus nomial daily travel 
expenses (motel, meals, mileage). 

9. Up to 5 colleges per year may be tully audited. The colleges to be audited 100% will be determined by the SBCJC staff 
prior to the fall audits. 

10. The state office staff will review and revise the format for audit printouts prior to the end of June. These fomiats will be 
standardized and mandatory. School personnel will be apprised in ample time for the fall audits. 

1 1. Once the final audit figures are determined, each school will be notified and will be asked to review the results for any 
discrepancies. 

12. Foliow^-up data will be sent to all schools sliowing tlie percent (%) of exceptions found by category of students. (Example: 
Full-time Academic, Technical, Vocational, and Part-time Academic). 
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NOTICE OF SUBSTANTIVE CHANGE 



It is the responsibility of the community or junior college to notify the Board at least one ye<ir before the initiation of a plamed 
substantive change (as defined below). Such notice of change shall be submitted in writing to the Bxecutive Directs ot the State 
Board. Documentation of notification to tlie Commission on Colleges, Soutliem Association of Ckilleges and Schools shall be 
submitted to the Executive Director simultaneously. The Executive Director shall apprise the Board of such notification at the 
next regularly scheduled Board meeting, 'fhe Board shall review the proposal and rule on it after appropriate study and 
assessment of tlie impact such change will have on the college and the college community. 

A substantive chimge is one that modifies the nature and .scope of the institution 

1 . Establishing a new campus or relocating a campus in a new geographic environment. 

2. Changing the scope or purpose of an existing campus or center, such as adding to or deleting from vocational, technical 
or academic programs on a previously specialized or limited program campus. 

3. Merging with another instimtion. 

4. Closing a branch or center, campus or institution. 
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ESTABLISHING A CAMPUS OR CENTER 



1. A current Educational Master Plan for the district mast exist and show evidence of adherence thereto. If voctmonal 
technical programs are projected these must be evident in annual vocational educational plans, 

2. Alternate delivery strategies to achieve the educational goal mast be considered and tried before new centers or 
campuses are proposed, "lliese shall include: providing the ,ser\dce at existing campuses or centers; ase of extension 
sites; cooperative use of tlie agency facilities, equipment, personnel; use of technological methods of iiustruction, 
mobile lalxjratories/chissrooms, and other. 

3. A sufficient pool or potential pool of clients must be evident. Generally, for an academic mission, a minimum of 600 
FTE students for a campus or 300 FTE students for a center shall be required, A minimum ot five (5) approved 
vocational technical programs shall be required for vocational technical center, 

4. Programs and services must be planned without dupliciaion and completion of existing programs a\'ailable within the 
proposed service area. Generally, campuses and centers sliall not be located within twenty*five miles or dtiny minutes 
commuting distance of other community college campuses and centers capable of .similar programs. Consideration 
shall be given also to existence of other post-secondary education institutions, public and private, in the geographic 
area. 

5. Land and facilities for operations mast be proportional to those witliin the current district budget or die system norm. 
Evidence of local source revenues must be present. Written pledges of increased tax support from taxing authorities 
are required. Proposed budgets for taciiities and for operation (first three years) are required, 

6. Formal comments will be solicited for a period of at least diirty days after the Board places a proposal for establishment 
of a campus/center on the Board agenda. 

7. The Board shall provide standard forms upon which propo.sals to establish a aimpiis or center shall be submitted. 
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APPROVAL OF LOWER DIVISION COLRSES FOR IHL 



!f any public university desires to teach lower division course(s) at an off-site location, it shall submit its requests to the SBCJC 
forty-five (45) days prior to the proposed starting date of class. As a part of the SBCJC staff re\iew of such requests, the college 
president in whose district the proposed course would be tauglit sliall be asked to provide a written comment on die advisability 
of approval. Course(s) can be approved for a semester or a longer period of time. 
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JUNIOR COLLEGE NAME CHANGE 



After July, 1987, the Board of trustees of any junior college district siiall be authorized, witli the approval of the Board, to change 

the name of the Junior college to community college. 

The following procedures shall apply: 

1 . The only change authorized is tiom junior to community. 

2 The local Boards of 'frustees' action regarding the name change shall be recorded in the otTicial minutes ot the local 

Board of trustees. A certified copy of tliat part of the Board minutes shall be provided the Board along with a request 
for Board approval of the name change. 

3. The institution shall establisli a date upon which the name change shall become effective. Such date sliall allow 

sufficient time for transition of printed materials, signs, official documents, and notice to education and political 
entities of tlie name change. 

4 It shall be the duty of the institution to give notice to educational and political entities regarding the name change to 

community college and tlie Initial Date of Adoption. 
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APFLICATJON FOR NEW VOCA nONAL/^rECHNlCAL PROGRAMS 



The SBCJC approves those programs (hat will provide (lie maximum benefit to the students served by the commuiiity/junior 
colleges of Mississippi. Consideration will be naade concerning program duplication, available resources, employment demands, 
wage'^rates paid to program graduates and the ability of die college to provide the optimal educational experience to die students. 

The college will send fifteen (15) copies of its program application to the SBCJC staff who will review the diKument to ensme 
tliat it has been completed in die appropriate manner. Four copies will be sent the Mississippi Department ot Hducation (MDH). 
The SBCJC staff will meet witli representatives fioni die MDE to review the perceptions of diis agency and to determine which 
programs will be approved for funding prior to the request being presented to the SBCJC. fhe SBCJC staff .shall then meet with 
the SBCJC committee chair to detennine the recommendation tliat will be made to the Board, 'Ihe SBCJC then will act on the 
recommendation, with the results reported to the MDE and the coUege. The programs division shaU maintain a file and databa.se 
for all prognun approvals. All program requests mast be submitted prior to April 15. 
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CURRICULUM CHANGES iO VOCATIONAL/TECHNICAL PROGRAMS 



Colleges desiring to cliange die status of a program must write a letter requesting tlie change and stating the rationale and 
ramifications of the change. The change is referred to the MDE which review's the reque.st and provides its recommendation. The 
request and MOE recommendation are then discussed W"itli he SBCJC committee chair of programs to determine die 
recommendation diat will be made to die Board. The SBCJC dien acts on the recommendation with the results reported to MDE 
and the college. The prognims division shall maintain a file and datiibiuse for all prognuns appntved. 
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PLACING VOCATIONAL/ TECHNICAL PROGRAMS ON PROBATION OR TERMINATION OF SUCH 
PROGRAMS 



Progiams widi less tliaii a full-time enrollment (FTE) of ten for the fall semester shall be placed on probation. If the program on 
probation does not improve its FTE to 10 or more by the Fall Semester the second year, the program will be recommended for 
termination. However, those programs to be considered for probation or termination shall be reviewed to determine if there are 
any extenuating cii'cimistances. Tlie decision of the SBCJC shall be communicated to tlie colleges and tlie SDE as soon after 
April 1 as possible. 

New programs will not be subject to this minhnum FTE requirement for die first year of operation. 
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GENERAL EDUCATIONAL DEVELOPMENT (GED) STATE POLICY 



1 . Title of State Credential: High School Equivalency Diploma 

2. Requirements for Issuance of GED Diploma. (Without Restrictions) 

A. Minimum test scores: An average standard score of 45 on all five tests and a standard score of 40 
on each of the five tests. (A total of 225) 

B. Minimum age : 18 

C. Residence: Resident of Mississippi for at least 30 days or on active duty in Armed Forces. 

3. Minimum Requirements for Testing: 

A. 18 years of age, 

B. Not enrolled in secondary school, and 

C. Out of school for three months with an official statement from the hist school attended, giving date 
the applicant officially withdrew from school or regular high school class has graduated 

Exceptions for testing 16- or 17-year-olds: 

a. An applicant who is enrolled in an official alternative education program as stipulated in Senate 
Bill #2855. Assessment records must be presented at the time of registration following GED 
Testing Guidelines for Alternative Education Programs. 

b. An applicant who lias completed a progi*am of home study and has been enrolled for a minimum of 
two years with written documentation. 

c. An applicant witli documentation verifying any one of the follow'ing conditions: 

(1) . incarcerated in a correctional institution, correctional youth center, training 

school for adjudicated youth, or similar institution; 

(2) . confined as a patient or resident of a state-operated hospital or alcoholic 

rehabiliUition center; 

(3) . enrolled in or have completed a program of instruction provided by the Job 

Corps or other .such agency, or an ajiprenticesliip training program; 

(4) . married with minor status removed; 

(5) . a member of the United States Aniied Forces; or 

(6) . an emancipated minor, (Court order w'ith case number) 

d. An applicant with extenuating or extreme personal circumstances showing proper documentation. 
These include, but are not necessarily limited to, the following: 

(1) . an illness of long-range duration; 

(2) . sole vSUpport of family; or 

(3) . untenable situation at home which required the perstm to leave school to earn a 

livelihood. 

Any situation in which local Chief Examiner can not render a determination on granting a waiver will be referred to the 
State GED Office for guidance. 

4. Requirements for retesting: Applicants may retest the first time as soon as official scores are received from 

the State Board for Community and Junior Colleges. To retest a second time without a waiting period of 60 
days, applicant must have obtained a standard score of 35 on each te.st or an average standard score of 40 on 
all five tests. 

5. Method of Applying: Application must be on special form obtainable upon request from the Suite Board for 

Community and Jimior Colleges, Official GED Testing Centers, and school districts or colleges. Identity must be 
verified using photograph identification which provides name, address, birth date, and signature (e.g., driver*s licen.se, 
resident alien cards, tribal cards, passports with English translations, military ID. and government ID cards). 
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GED State Policy (continued) 



6 . Official Transcripts: Test scores are accepted as official only when reported directly by: (1) Official GED Testing 
Centers; (2) Transcript Service of the Defense Activity for Non-Traditional Education Support (DANTES); (3) 
Veterans Administration Hospitals and Centers; and (4) the GED Testing Service. 

7. Fee: 

a. Testing at Official GED Testing Centers: $30.00 
Retesting $6.00 for each test, 

b. Issuance of diploma: No charge. 

c. Issuance of transcripts: No charge. 

d. Replacement cost for any destroyed test material. 

8. GED Administrator of die GED Testing Program is the Program Specialist - Adult Education/GED, State Board for 
Community and Junior Colleges, 3825 Ridgewood Road, Jackson, MS 39211. Telephone number: (601) 432-6338. 
Fax number (601 ) 432-6365. 
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GED TESTING GUIDELINES FOR ALTERNATIVE EDUCATION PROGRAMS 

1. "file Slate Board for Community and Junior Colleges is authorized by legislation to administer the General Educational 
Development (GED) Testing Program under the policies and guidelines of the GED Testing Service of the American 
Council on Education. 

2. Existing GED testing centers located in a Community or Junior College, University, or Community-Based 
Organization will be allowed to Jidminister the GED test to alternative school program students as approved. No 
secondary GED testing sites will administer the GED test to students enrolled in alternative education programs, 

3. Allowable GED testing centers as defined in # 2 will submit a schedule for GED testing alternative school students U) 
each superintendent in tlieir district and to the GED State Office. Initially students will be required to take all five parts 
of the GED. 

4. Only students who have demonstrated the ability to perform on the Test of Adult Basic Eduaition (TABE) at an 8th 
grade level on the o\'eroJl battery of Levels D or A or who demonstrate the ability to score a 45 on the Official GED 
Practice Test w’ill be permitted to take die GED test Dates that assessment infonnation is due in die GED Examiner’s 
office will be listed on the schedule for testing. 

5. The local school district(s) will contract with the GED Testing Center at a Commimity and Jimior College, University, 
or Community- Based Organization for testing services at a rate of S500 per testing session. The $500 may be shared 
between districts that are testing on die same date and site. 
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ADULT EDUCATION ACT PUBLIC LAW 100-297 



Statement of Pumose: 

It is the purpose of this title to aSvSist the States to improve educational opportunities for adults who lack the level of literacy skills 
requisite to effective citizenship and productive employment, to expand and improve tlie current system for delivering adult 
education ser\'ices including delivery of such services to educationally disi\dvantaged adults, and to encourage the establishment 
of adult education programs that will - 

1 . enable these adults to acquire the basic educational skills necessary for literate fiinctioning; 

2. provide these adults with sufficient basic education to enable them to benefit from job training and retraining 
programs and obtain and retain productive employment so that they might more fully enjoy the benefits and 
responsibilities of citizenship; and 

3. enable adults who st) desire to continue their education to at least the level of completion of secondary 
school. 

Definitions: 

1. The term ‘adult’ means an individual who has attained 16 years of age or who is beyond the age of 
compulsory school attendance under State law, 

2. The term ‘adult education’ means services or instruction below the college level for adults - 

3. who are not enrolled in secondary .school; 

4. who lack sufficient mastery of basic educational skills to enable them to function effectively in society or 
who do not have a certificate of graduation form a school providing secondary education and who have not 
achieved an equh'aient level of education; 

5. who are not currently required to be enrolled in school; and 

6. wfrose lack of mastery of basic skills results in an inability to speak, read, or write the English language 

which constitutes a substantial impairment of their ability to get or retain employment commensurate with 
their real ability, and thus are in need of programs to help eliminate such inability and raise the level of 
education of such individimls with a view to making them less lilcely to become dependent on others. 

7. llie tenn ‘educationally disadvantaged adult’ means an adult who - 

8. demonstrates basic skills equivalent to or below dial of students at tlie fifth grade level; or 

9. has been placed in the lowest or beginning level of an adult education program when that program does not 
use grade level equivalencies s a measure of students’ basic skills. 

Use of Funds: 

Grants to States shall be used in accordance with Suite plans (and amendments thereto) to pay the Federal share of the cost of the 
establisliinent or expansion of adult education programs to be carried out by local educational agencies and by public or private 
nonprofit agencies, organizations, and institutions. 

Grants provided under this section to States to carry out tlie programs described in die preceding sentence may be carried out by 
public or private nonprofit agencies, organizations, and institutions only if tlie applicable local education agency has been 
consulted with and has had an opportunity ui comment on the application of such agency, organization, or institudon. The 
comments of the local education agency and responses thereto, shall be attaclied to the application when it is forwarded to the 
State. 

ITie State educational agency shall give preference to diose applicants who have demonstrated or can demonstrate a capability to 
recruit and serve educationally disadvantaged adults. 

Limitations on Use of Funds: 



(1) Not more than 10 percent of die funds paid to a State under .sub.section (a) sliall be used for corrections education and 
education for other iastitutionalized individuals in accordance with subpart 2 

(2) (2) Not more than 20 percent of a State’ ;dlotment shall be used for programs of equivalency for a certificate of graduation 
from a secondary school. 
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Local Administrative Cost Limits: 

1. Of ihe tlinds provided by the State agency U) eligible recipients, tit least 95 percent must be expended for provision of tidult 
education instructional activities. l*he remainder shall be lused for planning, administration, personnel development, and 
interagency coordination. 

2. In cases where the administrative cost limits under subsection (a) would be insufficient for adequate planning, 
administration, evaluation, and coordination of programs supported under this Act, the State agency shall negotiate with the 
local grant recqjient in order to determine an adequate level of funds to be used for non- instructional purposes. 

State Administrative ResTX>nsibilitics: 

Any State desiring to participate in the programs authorized by this title shall designate the State educational agency to be the 

.sole State agency responsible for the administration tind supervision of such programs. The responsibilities of the State agency 

shall include - 

(1) the development, submis.sion, and in^lementation of the State application and plan and any amendments thereto 
and the State evaluation, 

(2) the as.signment of such personnel as may be necessijry for State administration of programs under this title. 

State Imposed Requirements: 



Whenever any State imposes any rule or policy relating to the administration and operation of programs funded by this title, the 
rule or policy shall be identified as a State imposed requiiement. 

Limitation of State Administrative Costs - 

Effective for fl.scal years beginning after September 30, 1990, a State educational agency may use no more than 5 percent of the 
State's gram or S50,000, whichever is greater, to pay the cost of its administration of the State's program 

State Plan and Application: 



Requirement - any State desiring to receive funds under this title shall .submit tot he Secretary, during the fiscal year 1989 and 
during each fourth fiscal year thereafter, a State plan and application tor adult education for tlie four fiscal years succeeding each 
fiscal year in which the State plan and application are submitt^. 

Procedure tor Submission and Consideration - Each State plan and application shall be submitted to the Seaetary by July 1 
preceding the beginning of the first fisciil year for which the plan is in effect. The Secretary shall approve, within 60 days, eiicli 
such plan and application which is formulated in accordance w'ith sections 342 luid 343 and which meets the requirements of such 
sections, and shall not finally disapprove a State plan e.xcept after giving reasonable notice and an opportunity for a hearing to tlie 
State agency. Procedures required in formulating the sUite plan are in the enclosed iict Section 341. 

Et'aiuation and State Plan Amendments 

Timely Submission - When changes are necessary in a State plan, tlie State shall submit amendments to its plan by July I 
preceding the fiscal year of operation to which the amendments apply. Special consideration is cited under Section 351. 

In order to assist grant recipients receiving funds under diis title to plan and operate die best possible programs of adult 
education, each State agency during the 4- year period of the State plan shall - 

( 1 ) annually submit data to the Secretiuy with respect to grant recipients; 

(2) before the end of such period evaluate at least one-diird of grant recipients and such evaluations shall consider - 

A. the planning and content of the program; 

B. die curriculum, instructional materials, equipment and qualification of all personnel; 

C. the effect of the program on the subsequent work experience of gTfiduates; and 

D. other factors determined to affect program operation; and 

(3) gather and anal^'ze data (including standardized test data) to determine die extent to wliich the adult programs are 
achieving the goals set forth in the plan including the goal of serving educationally disadvantaged adults, and the 
extoit to which grant recipients have improved their capability to achieve the purposes oft his title as set forth in 
section 311. 
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special Experimental Demonstration Projects andTeiicher Training: 

Of the hinds allotted to a State under section 313 for a fiscal year, not less than 10 percent shall be ased for*-' 

(1) special projects which w'ill be canied out in furtherance of tlie purposes of tliis title, which will be coordinated 
with other programs funded under this title. 

(2) training persons engaged, or preparing to engage, as personnel in programs designed to carry out the purposes of 
this title. 

Federal Share, Federal Administrative Responsibilities: 

Payments 

A. Federal Share - Tlie Federal share of expenditures to carry out a State plan sliall be paid from a State's allotment 

available for grants to that State. The Federal share shall be - 

B. 1 . 90 percent of the cost of carrying out the State's programs for fiscal year 1988; 

C. 2. 85 percent of such cost for fiscal year 1990; 

D. 3. 80 percent of such cost for fiscjil year 1991; and 

E. 4. 75 pei*ceni of such cost for fiscal year 1 992 ad for each fiscal year thereafter 

B. Maintenance of Effort - 

(1) No payment may be made to any State form its allotment for any fiscal year unless the Secretary finds that the 
fiscal effort per student or tlie amount available for expendiiiu'e by such State for adult education from non-Federal 
sources for the second preceding fiscal year was not less than such fiscal effort per student or such amount available for 
expenditures for such purposes from such sources during the third preceding fiscal year. 

(2) The Secretary may waive the requirements of Ms subsection for 1 fiscal year only, upon making a detemiination 
that such waiver would be equitable due to exceptional or uncontrollable circumstances affecting the ability to the 
applicant to meet such requirements, such as a natural disaster or an unforeseen and precipitous decline in financial 
resources. 

State policies are include in tlie ABE Supervisor’s Handbook. 



BESTCOPY AVAILABLE 




132 



142 



STATE BOARD FOR COMMUNITY AND JUNIOR 
COLLEGES 

POLICIES AND PROCEDURES MAN UAL 


Section 9: Programs 


I'itle; Workforce Projects General Rules Of Good Practice 


Initial Date of Adoption; November 19, 1999 


Reference: 


Revision Date; 


Code Number: 9.14 Page: 1 of 3 



WORKFORCE PROJECTS GENERAL RULES OF GOOD PRACTICE 

These guidelines are not intended to be restrictive but to offer a set of general standards to be followed under normal 
circumstances when submitting and/or recommending approval of workforce projects. We must continue to maintain 
our goals for projects and project approval: simplicity, responsiveness, and flexibility. Our objective must remain: 
meeting business needs, while being cost effective, maximizing partnerships, cost sharing, and always remembering we 
practice the Rule of Reasonableness. If it sounds or has the perception of anything unethical or will bring question 
upon a college or board, DO NO f DO IT. 

instnictor Salaries and Benefits 

Instructor salaries are reimbursed at a rate not to exceed $20.00 per hour for al! types of training. The rate should 
be determined by the Workforce Center Director with the high end ($20.00 per hour) reserved for highly 
technical disciplines or difficult to obtain insh'uctors because of the time or location of instruction. This is a 
partnership; busines.s should be willing to pick up any cost differential. Benefits will depend on the type contract 
colleges use with their workforce instructors. Fringe benefits would be based on current nites applied by the college 
business office for that portion of the benefits not paid for by the college. These rates will be paid based on actual 
costs. During FY 2000, also called the SB 27,96 transition year, previous commitments that were pre-app roved in 
excess of the above limits made by industrial coordinators and approved by MDE will be honored as submitted. 

Preparation Time 

Up to 25% of the total class or instruction time may be allowed for instructor preparation time. Tliis Ls to be reduced if 
the instructor is teaching similar classes to different groups at different times. This allowed prepanition time should be 
monitored carefully and not used as a salary supplement. 

Asse.ssraent Time 

Pre and Post Assessment times are allowed in tlie project and must be identified in the appropriate sections. This time 
must also be kept to a minimum; for example, as many persons as allowed should be assessed simultaneously to keep 
monitoring time down, lliis Ls an expense tliat should also be shared by industry. The tests or assessment vehicles 
used are usually considered as part of the training materials costs and are listed as a commodity. 

Course and Student Training Materials 

Assistance for materials, including training manuals, texts, software, and any other general usage materials utilized in 
the training project, are allowed up to S35.00 per student/per training course. Partnering in this area is desired and 
should include ail parties; the SBCJC/colIege allowance, the company, and tlie student or trainee when appropriate. 
Consideration will be given to higher state cost sharing w^ith projecLs requiring high cost training items such as welding 
rod, silver solder, etc. These items and costs must be fully explained in the project application. 

Other Training Costs 

Consideration for otlier training costs, determined by the workforce development center director as essential to the 
success of the project, will be considered by the SBCJC on an individual project basis. 

Lea.sed Equipment 

Equipment may be leased for training purposes only and must be designated as such. This equipment will not be used 
for production or profit. There will be no reimbursement for leiising of company owned equipment. 

Ownership of EquijTment 

Ownership of equipment bought with stale funds, even though private funds were also used in partnership, becomes the 
property of the community or junior college tliat performed the project witli the respective customer or tlie state 
depending on the best and most efficient use. For example, if a computer lab was ased for training a workforce and the 
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WORKFORCE PROJECTS GENERAL RULES OF C,OOD PRACTICE (continued) 

State paid for five (5) computers and the industry paid for five (5) computers, all ten (10) computers would become the 
property of the college, or the state, after the total project was complete. This is to encourage maximum partnering by 
the business or indastry. 'fhe industry should also receive a tax credit for the equipment when turned over to tlie 
college or the state. Equipment should be shared betw^een programs and colleges when not in use. Because computers, 
for example, that W'ere paid for by workforce funds should not preclude their use by other programs such as literacy, 
GHD or JTPA if they are not being used for workforce projects. Equipment is paid for with tax dollars and does 
notliing to help people when sitting donnani. Equipment purcha.sed by the above process is to be used to benefit all 
Missis si ppians. 

Equipment and Computer Up-Grades 

We encourage upgrading equipment as needed for projects rather than purchasing new equipment If it is more cost 
effective to upgrade the equipment, the cost of the upgnide should be identified and placed in the project with 
justification. For example, if it costs S300.00 to upgrade the hard drive of a computer that will meet the needs for a 
new software package, Ae state encourages and will pay for the upgrade rather tlian being faced with the cost of a new 
computer. You can do a significant amount of upgrading for the cost of new equipment. This holds true with otlier 
equipment and training simulators as well. 

Mobile Labs 

Mobile Labs are the property' of the college for wliich they were purchased, or are currently located in that particular 
college district, or the state depending on the best and most efficient use. Mobile labs are like any other piece of 
equipment: they are to be used If a college finds it has a mobile lab not being utilized, it should make that fact known 
and transfer the lab to a college that identifies a need for it. It is tlie responsibihty of the colleges and SBCJC to ensure 
that ail equipment, including mobile labs are utilized in the best and most efficient manner. 

Satellite Seminars/CCN Training 

Many nationally recognized persons and organizations offer highly professionid, sought after presentations via satellite. 
These inter- active video seminars offer tlie career centers a unique opportunity to present higlily souglit after and 
usually expensive presentations to the business persons in their district at no or very little cost. When the cost for such 
programming is an allowable cost for an approved project and it is written into a project, the state will pick up the cost 
of llie video seminar and transmit it over the CCN. "Hiis provides everyone interested in the subject tliroughout the 
state the opportunity to participate. 

Curriculum Development 

Customized curriculum development to meet tlie needs of individual businesses has been a hallmark of our workforce 
training system. Reasonable curriculum development hours are allowed within the project. The RCU is the repository 
for all curricula especially those containing proprietary information. 

Instructional Training Aids 

The RCU is the primary provider of assistance in developing manuals/curricula, training videos and CD’s and any 
training materials in general. If these materials camiot be produced because of RCU workload or inability to meet a 
specific requirement, the Workforce Development Center Director may seek to produce the training manuals and 
videos through another public entity, such as the local community and junior college or IHL labs, or ETV. If the 
aforementioned cannot be accomplished, the Workforce Development Center Director may consider purcliase of 
commercial materials or solicit private bid. The bid chosen should be the lowest and best bidder. This ciin be 
accomplished with greater financial participation by tlie business or industry. It is the responsibility of tlie contracting 
workforce development center to follow all college and state purchasing regulations. Justification must be a part of the 
project and submitted imder the commodities section of the application if the materials are to be purchased, de\'e loped, 
produced, or imder a contractual agreement. 

Training to Develop a Resourc*e (Train-the-Trainer) and Reasonable Travel 
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WORKFORCE PROJECTS GENERAL RULES OF GOOD PRACI ICE (continued) 

Travel costs are allowed to meet requirements for train- the-trainer persons who will provide the community or junior 
college witli a resource to train a business or industry with a capability not currently available in die district. Training 
shall be obtained at the closest location to the industry. The career center director must include the jastification for the 
travel in the project application which will include all proposed training for the business or industry for the stale fiscal 
year in which the train-the-trainer training is to be accomplished, 'fhe travel costs for Tmin the Trainer training will 
normally be included in the travel section of die application. In -state travel will be reimbursed for mileage at die 
cuirent college rale but never to exceed the state rate. Out-of-state tnivel will be reimbursed for mileage at the state 
rate per mile or an airline ticket, whichever is less. 

In-state and out-of-state travel will be reimbursed at the current college rate, but never to exceed the state nile of 
mileage, lodging and meals. All state travel rules and regulations must be followed. Reimbursements per trainee will 
be limited to (2) out-of-state trips maximum. All travel must be recommended and justified by the w'orkforce 
development center director and approved by the SBCJC prior to travel. Authorization for travel is not to be 
considered as part of workforce developmejit center director S5,000.00 emergency application authorization. Thus 
travel authorization is not to be miscoiistmed as instructor travel costs for normal accomplishment of duties associated 
with project instruction. Those costs are not normally allowed anti are considered as part of the contracted salary. The 
SBCJC will consider a travel allowance for special circumstances associated with difllcult classes at difficult times and 
areas. 

One-on-One Training or OJ'f 

Salaries for One-on-One, OJT, and vendor training must be carefully documented, justified and report a minimum that 
will not exceed $20.00 per hour. One-on-One, OJT, and vendor training are defined as five (5) paiticipants or fewer 
per iastrucior. The maximum number of trainees eligible for one-on-one, OJT, and vender training reimbursement 
shall not exceed the total number employed per industry location. 

Stale Liceased Programs 

Achievegiobal (Zenger-MillerVPIexus, ISO -9000, QS-9000, ISO -14000-01, Zig Ziglar, Phi Theta Kappa Leadership 
are training packages to which the slate has purchased training rights. A company or business may receive a SI, 500:00 
subsidy toward the instructor’s payment and a $3,000.00 subsidy toward the material to be utilized per program. 
However, in no case should the amount paid by the company or organization be less tlian a fifty percent (50%) split 
with ihe stale. This is an annual subsidy based on state fiscal year and Ls av'ailable for each non co-iocated plant; for 
example: Company X branch in Senatobia and Company X branch in Gloster are treated as two separate and distinct 
companies. A company may participate in multiple programs receiving the above allowance for each program. 
A company should not stop at wiiat the state lias subsidized. They should be willing to make a commitment to the 
program and pay their fair share. This is a true partnership. Companies training greater tlian 100 persons in any of the 
above programs may request additional financial assistance. ThLs additional funding will be based on a partnership of 
cost sharing. The state should never contribute more than the company or organization being served contributions. 

Accountability 

The Legislative Accountability Report (LAR) will remain the primary reporting document. However, it will be 
necessary to modify the LAR to assure compliance with section (1), paragraph 4 of SB 2796. The LAR must now 
include a listing of all companies, businesses or organizations that received training, the number of persons lau^t in 
the classes, the location and cost of the class to the state. This should also be broken down to include cost per student 
trained per class and cost per contract, instruction, and hour for the class. All of the above will luive to be tracked by 
each w'orkforce development center and submitted annually to the State Board for Community and Junior College, as 
required by SB 2796. 



135 



145 



BEST COPY AVAILABLE 



STATE BOARD TOR COiVIMENl'l’Y & JUNIOR 
COLLEGES 

POUCY AND PROCEDURE MANlfAL 


Section 9: Programs 


Title; Policy and Procedure for the Inventory and 
Transfer of Woikforce Training Equipment 


Initial Date of Adoption; November 19. 1999 


Reference: 


Revision Date: 


Code Number: 9.14.1 Page: 1 of 1 



POLICY AND PROCEDURE FOR THE INVEmORY AND TRANSFER OF WORKFORCE TRAINING 
EQUlPMEN'r 



Ail equipment transferred from the Mississippi Depanmeni of Education Industrial Training Program to the Slate Board for 
Community and Junior Colleges shall become the property of the local community and junior college with the following 
exceptions and conditions: 

(1) Ail mobile units, and the equipment conuiined in these said mobile units, shall remain on 
die State Board for Community and Junior College inventory. 

(2) Any equipment on said inventory list not used for the primary purpose of workforce 
education shall be made available to the State Board for Community and Junior Colleges 
for the purpose of reallocation. 

(3) Any such equipment not utilized for the primary purpose of workforce training shall be 
reallocated or salvaged in accordance with the state law and applicable policies and 
procedures related to disposal of surplus equipment, 'fhe SBC3C staff and local 
Community and Junior College representative shall deal with application of diis section 
on a case-by-case basis. 

(4) Any equipment purchased subsequently with workforce education funds shall follow die 
conditions specified in this policy and procedure. 
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STATE BOARD FOR COMMUNJTY AND JUNIOR COLLEGES (SBCJC) WORKFORCE PROJECT GUIDELINES 
FY 2001 



Instructor Salaries and Benefits 

Instructor salaries are reimbursed at a rate not to exceed S20 per hour. Based on the t>'pe of training the Workforce 
Project Manager should detennine the rate of pay. Benefits will depend on tire type of contract the college uses with 
their workforce instructors. Fringe benefits would be based on current rates applied by the college business ofTice for 
the portion of the benefits not paid for by the college. These rates will be paid based on actual cost. No health or life 
insurance benefits will be reimbursed on part-time instructors. 

Preparation Tim^ 

Up to 25% of tlie total class instruction time may be allowed for instructor preparation time for new classes, A 
maximum amount of 10% of the total class instruction time may be allowed for classes previously taught. 

Assessment Time 

Pre and post assessment times may be allowed in the project and must be identified in the appropriate section on the 
project forms. Assessment time must be kept to a minimum; for example, as many persons as feasible should be 
asscvssed simultaneously to keep the assessment time reasonable. This is an expense that should be shared by industry. 
The test or assessment vehicles used are usually considered part of the training materials cost and are listed under 
educational materials and supplies on the project. Assessment time mast be documented similar to instructional hours. 

Educational Material.s and Supplies 

Assistance for materials, including training manuaKs, textbooks, software, and any other general usage materials utilized 
in die training project are allowed These items and cost must be fully explained on the project application. 

Leased Eouipment 

Equipment may be leased for training purposes and mu.st be designated as such. This equipment caimot be used for 
production or profit. There will be no reimbursement for leasing company owned equipment. 

Eaulpjnent 

SBCJC strongly recommends that training equipment be purchased jointly by the college and the business/indusny. For 
example, if a computer lab was used for training and die state paid tor five (5) computers and the industry paid for five 
(5) computers, all ten (10) computers could become the property of the college, after the total project was complete. 
This is to encourage maximum partnering by the business or industry. 

Mobile Labs 

Mobile labs purchased with SBCJC funds prior to KY 00 are the property of the college for which they were purchased, 
or are currently located. The remaining mobile units are available to be transferred from college to college on an as 
needed basis. If a college finds it has a mobile lab not being utilized, it should notify the Workforce Education Unit at 
the SBCJC that it is no longer being used. 

Satellite Sem inars/CCJV Training 

Inter-aciive video seminars offer the career centers a unique opportunity to provide presentations in their district at little 
or no cost. When the cost for such programming is an approved project cost, the state will reimburse die cost of the 
video seminar and transmission cost for CCN. 

Carriculum Development 

Curriculum development hours will be considered on a s*pecial needs basis with prior approval from the SBCJC. 
Instructional Training Aids 

The RCU is the primary provider of assistance in developing manuals, training videos, CD’s and other training 
materials. If these materials cannot be produced because of RCU 's workload or inability to meet a specific requirement, 
the Workforce Development Center Director may seek to provide the training manuals and videos through another 
public entity, such as the local community and junior college or IHL labs, or ETV. If the aforementioned cannot be 
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accomplished, the Workforce Development Center Director may coasider purchase of commercial materials. 
Justification must be a part of the project and submitted under the educational materials and supplies section and must 
have prior approval from the SBCJC. 

Train-the-Tralner Cost 

Costs are allowed for individuals to attend train-the-trainer sessions. Approved training in this area should pro\ide the 
community or junior college with a resource to train a busine.ss or indu.stry with a capability not currently available in 
the district. Training will be obtained at the closest location to the industry. 'Ihe Workforce Project Manager must 
include the justification on the project application. Travel cost for train*the-trainer training should be included in the 
travel section of the project application. !n-.state travel will be reimbursed for mileage at the current college rate but 
never to exceed the state rate. O^t-of-state travel will be reimbursed for mileage at tlie state rate per mile or an airline 
ticket, whichever i.s leSvS. 

Tn-state and out-of-state travel will be reimbursed at the current college rate of pay, but never to exceed the state rate 
for mileage, lodging and meals. All state travel rules and regulations must be followed. Reimbursements per trainee 
will be limited to a maximum of (2) out-of-state trips within the fiscal year. All travel must be recommended and 
justified by the Workforce Development Center Director and approved by the SBCJC prior to travel. Authorization for 
travel is not to be submitted on the $5,000 emergency application. 



Travel 

The SBCJC will consider paying for instructors travel under .special circumstances. Travel cost will be reimbursed for 
an instructor that must travel a minimum of fifty (50) miles or more one-way. Reimbursement will be paid at the 
current approved slate rate. 

One-on-Oiie Trainine or QJT 

Salaries for One-on-One or On-the-Job Training (OJ'F) mast be documented and jastified. Reimbursement will not 
e.xceed S20 per hour. One-on-One and OJT training are defined as five (5) participants or fewer per instructor. The 
maximum number of trainees eligible for One-on-One and OJT training reimbursement shall not exceed the total 
number employed per industry location. The total reimbursement for tins category will not exceed 10% of die total 
project cost or a maximum allowable amount of $5,000 per industry location. 

Vendor Training 

Reimbursement for vendor training will be considered on an individual project bu.sis. 

Stare Licensed Programs 

AchieveGlobal (formerly Zenger-Miller)/Plexus, ISO -9000, QS-9000, BO- 14000- 01, Zig Ziglar, Phi Theta Kappa 
Leadership are training packages to which the .state has purchased training rights. A company or basine.ss may receive a 
maximum of $3,000 subsidy toward the instructor's payment and a maximum of $3,000 subsidy toward the material to 
be utilized per program. A company may participate in mult^Ie programs receiving the above allowance for each 
program. Companies training more than 100 persons in any of the above programs may request additional financial 
assistance. 

Training Cost Not Specified in Other Categories 

Consideration for other training cost, determined by the Workforce Development Center Director as essential to die 
succe.ss of the project, will be considered by the SBCJC on an individual project basis. 

Accountability 

The Legislative Accountability Report (LAR) will remain the primary reporting document. However, it will be 
necessary to modify the LAR to assure compliance with section (1), paragraph four of SB 2796. The LAR must now 
include a listing of all mmpanies, businesses or organizations that received training, the number of persons taught in 
die classes, the location and cost of the class to the state. This should also be broken down to include cost per student 
trained per class and cost per contract, instruction, and hour for die class. All of the above will have to be tracked by 
each Workforce Development Center Director and submitted annually to the State Board for Community and Junior 
College, as required by SB 2796. 



138 



148 



BEST COPY AVAILABLE 



STATE BOARD FOR COMMUNITY AND JUNIOR 
COLLEGER 

POLICIES AND PROCEDURES MANUAL 


Section 9: Programs 


Title: Standard For Non-Duplication of Upper-Level 
Programs 


Initial Date of Adoption: August 18, 2000 


Reference: 


Revision Date: 


Code Number: 9.14.3 Page: 1 of 1 



STANDARD FOR NON-DUPLICATION OF UPPER-LEVEL PROGRAMS 



The State Board for Community and Junior Colleges (SBCJC) finds and declares, as a matter of public policy, that die public 
community and junior colleges have an obligation and opportunity to construct, implement and operate needed programs in the 
field of higher education by working cooperatively with the Board of 'I'rustees of the State Institutions of I ligher Learning and the 
eight state public universities. Tliis cooperative opportunity is a function of the SBCJC ’s duty to avoid umiecessary duplication 
of higher education programs and services and to assure tliat tlie community and junior colleges in no way usurp the 
responsibilities and prerogatives of the state’s public universities. With this public policy in mind, the SBCJC adopts the 
following Standard, etfective immediately: 

No public community or junior college may enter any agreement or implement any program or deliver any service that will 
unnecessarily duplicate any upper undergraduate level programs or services that are offered by one or more of tiie state’s eight 
public universities within its/their existing programs or services. 

Any community or junior college that takes any action that tlie SBCJC, in its best judgment, finds to be inconsistent witli this 
Standard shall be so advised as soon as is rea.sonably practicable after the action comes to the SBCJC’s attention. SBCJC will 
afford the college the opportunity to show that its action is not inconsistent with this Standard. Thereafter, if the SBCJC remains 
of the view that the action of the college is inconsistent with tliis Standard, no funding administered tlirough the SBCJC, direct or 
indirect, will be available for .support of such duplicative programs and ser\ices. 
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COMMUNnY AIND JUNIOR COLLEGE STUDENTS IN MILO ARY 



The SBCJC urges the community and junior colleges to develop policies to give appropriate consideration to tliose students 
called to active military duty during a time of military conflict. 
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COMMISSION ON PROPRIETARY SCHOOL AND COLLEGE REGISTRATION (REGULATIONS) 



Under the authority of Mississippi Code 75-60, which passed during the 1992 legislative session, the administration for 
Proprietary Schools and College Registration was transferred to the State Board for Community and Junior Colleges from tlie 
State Department of Education. The State Board’s responsibilities include the appointment of a five-member commission 
pursuant to the aforementioned Mississippi Code; acquiring staff for the administration; and serving as the appellant organization 
for decisions rendered by the commission. 

Refer to Commission on Proprietary Schools and College Registration Rules and Regulations (Revised 6-19-98) and Mississippi 
Code 75-60. 
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APPEAL PROCEDURES (PROPRIETARY ADMINISTRATION) 



Any organization or individual who disagrees with a decision rendered by the Commission on Proprietary School and College 
Registration after a hearing pursuant to Section 75*60-4(3) may file a signed written request for an appeal to the State Board for 
Community and Jtmior Colleges. Fhe following provides important information regarding the Appetil Process. 

Written Request: 

A. The written request must be filed within thirty (30) calendar days following the issuance of the Commission’s decision. 

B. The written request must include, at a minimum, the following: 

1 ) A statement indicating tliat the complainant disagrees witli the Commission’s decision 

2) The specifics of die decision 

3) The facts on which the statement is based 

4) The date of the Commission’s Hearing and Hearing Number 

Appeal Procedure: 

A. Upon receipt of a written reque.st for an appeal, the aise will be tissigned an Appeal Case Number. 

B. Within tliiity (30) calendar days after receipt of the written request (he Executive Director and Chairman of the State 
Board for (Tommunity and Junior Colleges will set a date, time and location and serve notice of such to all parties. 
Such appeal must be conducted within sixty (60) calendar days after receipt of the written request. 

C. Each party shall be afforded the opportunity to (1) present argument on the Issues involved in the appeal; and (2) to 
present new factual evidence to be considered. 

D. Ihe State Board for Community and Junior Colleges shall issue a written ruling, including findings of ftict and reasons 
for the ruling within fourteen (14) calendar days following the decision. 

E. Any organization or individual who disagrees witli die decision rendered by the State Board for Community and Junior 
Colleges may appeal the decision. This appeal must be filed in the Chancery Court of the First Judicial District of 
Hinds County, Mississippi. 
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GRAN! /SUBGRANTEE MANUAL 



The State Board for Community and Junior Colleges is responsible for die oversight and administration of various federal 
programs and has tlierefore developed a grant/subgrantee manual to serve avS a reference source and guide in the administration of 
federal monies. (Refer to the Grant/Subgrantee Manual. 
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